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REVISIONS:

1 6/21/2022 -removed County Auditor -Treasurer from list of Elected Department Heads forParity Plan,
added verbiage regarding use of sick leave and vacationder Qse ofPaid and Unpaid Leavedfor
FMLA corrected®erformséto (performancedunder Qutstanding Service Award

1 5/3/2022 -revised Department Head listing, addedompensatory time/unpaid time for exempt

employees, and added uniform allowance for required PPE for nesmion employees.

1/3/2022 -revised Mille Lacs County Breastfeedingriendly Workplace Policy

5/4/2021 -revised verbiage in the Adoption, Voluntary Resigation, Severance Compensation,

Outstanding Service Award Program, and Firearms Prohibition sections.

4/6/2021 z revised verbiage regarding resigning in good standing under Section P. Termination.

2/2/21 z added verbiage to Promotions, Demotions, & Transfesection regarding elected officials and

Chief Deputy appointment promotions.
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8/6/19 z added Policy for Spporting Breastfeeding Employees

11/27/18 z added Personal Electronic Appliance language and removed Labor Management Committee

review from Outstanding Service Award Program nomination process.

1 3/19/18 (effective 4/3/18) z Added Parity Plan for Elected Officials Section. Revised Safety and
Accident Reporting Section.

1 8/30/16 (effective9/1/16) z Updated numerouslanguagechanges.

1 12/16/14 (effective 1/1/ 15) 7 Added situation to Removal of Namesfrom Eligibility List, added

Wage Disclosure section, revised severancelanguage for Exempt employees,added circumstances under

which sick leave may be used, added administrative leave language, updated MN Parenting Leave,

updated cell phone policy language, and updated Srmoke free/ Tobaccofree Workplacelanguage.

1 5/20/14 z Added definition for Shift Work, removed outdated Promotion pay language, increased
Reclassification pay language, revised Pay Rate Change language, added Shift Differential pay
language, and added O ©IIBC € list of immediate family for sick time usage.

=a =4

Mille LacsCounty Pesomel Policy Manual (Reuised6/21/2022) Pageii



. PURPOSEADOPTION AND ADMINISTRATION

A. PURPOSE

The purpose of these Policies is to provide a uniform, comprehensiveand efficient system of
personnel administration in Mille Lacs County (the County). The Policies and related
proceduresdefine the administration of the Countyd ©rms and conditions of employment. The
Policies are not intended to serve asabinding employment contract or an offer of employment
conditions other than those of an at-will employee. These Policies, in whole or in part, are
subject to change, revocation, modification or amendment at any time at the County's sole
discretion with or with out advancenotice. It is the further purposeof thesePersonnel Policies
to ensure that:

1. Reauitment, seledion and advancement ofemployeesshall be basedon job related factors
such asrelative education, experience, ability, knowledge and skill.

2. Postionswith similar duties andresponsibiliti es shall be classifiedand compensatedon the
basis of comparable compensation for comparable work, consistent with attraction and
retention considerations.

3. Applicants and employeesshall be afforded fair treatment in all aspects of personnel
administration without regard to race,creed, religion, sex, national origin, age,disabilit y,
marital status,political affiliation, sexual orientation, statuswith regard to public assistane,
arrest or conviction records, exceptasit pertains to bona fide occupational qualifications,
as determined by applicable federal and Minnesata laws, executive orders, and
administrati veregulations regarding same.

4. Retention and separation of employeesis based on necessity, legal authorization of the
position, or availability of funds.

5. Employeesshall be protectedfrom coercive partisan political practices; and employeesare
prohibited from using their official authority to interfere with or affect the result of an
election or nomination for office.

6. Managementpractices are based on the recognition of employees as the County8 Most
valuable assé. Consistency of management practices enhancesthe effective and efficient
delivery of services,assuing the citizensof Mille LacsCounty that they are being served by
the employment of the highest possiblecaliber of personnel.

Al. SAUNGQAUE
If any of these Policies shall be held invalid by judicial or legislative action, the remainder of
thesePolicies, other than that which hasbeenheld invalid, shall not be affected.

A2. MANAGEMENT RIGHTS
The Mille Lacs County Board of Commissioners (County Board) has the sole authority to
approve, modify, reject or approve asmodified thesePolicies by Board action.
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The County Board retains the full and unrestricted right to operate and manage all staff,
facilities and equipment; to establish functions and programs;to set and amend budgets; to
determine the utilizati on of technology; to establishand modify the organizational structure;to
select, direct and determine the number of personnel; to establish work schedules, and to
perform any inherent managerial function not specifically limited by current collective
bargaining agreements thesePolicies,and Caunty Board action.

B. ADOPTION

ThesePolicies were prepared for and recommended bythe Personnel Director, and gproved
by the County Board at aregular board meetingon Decemberl8,2012,in accadancewith M.S

375.56 to 375.71. These Policies are effective Januaryl, 2013 and specifically supersede and
revoke any earlier policies or regulations. Revisions to these Policies are detailed under the
02 AOEOQEIT T Omii oOtAisidocErehnt. 1 1

C. ADMINISTRATION

These Policies shall be administered by the Personnel Director, who is accauntable to the
County Administrator. The Director shall develop and provide the necessary forms,
procedures,andinstruction for the implementation of thesePolicies.

Copies of these Policies shall be available on the County website and made available to all
County employeesand interested union representatives.A copy of thesePolicies is provided
to eachnew employee as a part of the new employee orientation process.Printed copies of
these Policies shall be available for public review upon requestto the Administrati ve Sewices
Office.

Cl DEePARTMENTAL RULES
In accadance with these Policies, each department head may establish procedures for the
expressadministration of personnel matters unique to that department. Such rules shall be
filed with the Personnel Director.

C2 INDBVINIFICATION
In accadancewith M.S, Chapter 466, the County declaresits intent to defend, saveharmless,
and indemnify any of its officers and employeesagainsttort claim or demand, arising out of an
allegedact or omission occurring in the performance of a duty, exceptthat of malfeasance in
office or willful or wanton neglect of duty. The Administrati ve Sewices Office shall ccordinate
all claims.

D. APPLICATION

These Personnel Policies shall apply to all employeespaid by Mille Lacs County exceptwhen
they are in conflict with Minnesata Statutes or collective bargaining agreements. The following
individuals are not covered under the Dispute Resoltion and Personnel Board of Appeals
sections:

1. Electedpositions.
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2. Postions appointed by adistrict court judge.

3. Postions designated as Department Heads appointed per statute by the County
Administrator with the consentof the County Board.

4. Pesonnel Director.

5. Postions appointed per statute by the Caunty Board.

6. Postions designated by an elected official, per statute, as chief deputy or principal
assistart.

7. Postions designatedby an electedofficial asa personal seaetary.

8. Interns andvolunteers,with or with out pay.

9. Members of appointed boards,commissions, and committees.

10. Vendors or consutants who provide the County with expert, professional, technical or
any other service, through service agreements.

11. Intermittent, temporary, and on-call employees.

12. Probationary employees.

13. Other statutory positionsasnoted in Statutes.

Demrtment Heads shdl be defined asto include the following:
Community & VeteransServicesDirector

County Administrator

County Attorney

Public Works Director

County Sheiff

Land SewicesDirector

ok wbhE

D1. UNQASSIFIB POSITIONS
The County Board may create positions referred to as unclassified positions, for which the
sections of these policies pertaining to selecion and termination do not apply. Subject to
applicable law, appointment for such positions shall be made by the County Board or an existing
Appointing Authority, and employment and termination shall be at the will of the Appointing
Authority.

D2. COLLECTIVE BARGAINING AGREBVENTS
ThesePolicies shall apply to all Mille LacsCounty employeesexceptas specifically modified by
a collective bargaining agreement (CBA) or by the specific language of these Policies. No
employeesubjectto a CBAshall havethe right to file agrievancethrough thesePolicies.

D3. EMPLOYEE REPONSBILITIES
Employeessubject to these Policies shall comply with, and carry out, the provisions of these
Policies. Any employeewho fails to comply with any of the provisions of these Policies shall be
subjectto disciplinary action, up to andincluding termination of employment.
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E. DEEINITIONS
Unlessotherwise indicated, the following terms usedin these Personnel Policies shall havethe
following meaning:

Appointing Authority - The official, commission, board, department heador other individual(s)
empowered to appoint or remove employeesin the service of the County.

Appointment - Aregular appointment to apaid position within the County service.

dass/Classification- One or morepositionssimilar in duties, responsibilitie s,and qualifications
assgnedto the samedesaiptivetitle or specification andthe samesaary range.

CBAz Collective Bargaining Agreement

Gomparison Gounties 7 For market salary comparison purposes,the Board considers Aitkin,
Benton,Kanabec,Morrison, and Pine Counties to be comparables.

Conflict of Interest 7 Incongruity betweeni 1 AoBligation to the publicgood AT A  TIpiivdté O
self-interest; financial or material interests incompatible with independence of judgment or
action in the performanceof official duties.

Gounty - Mille LacsCounty

Gounty Board - The Mille LacsCounty Board of Commissioners.

Days - Calendar daysunlessotherwise noted.

Demotion - A change of an employee'sposition from one classificationto a position in another
classificationwith lesser duties and/or compensation.

Department Head - A person appointed, designated or elected to manage and direct a
department by Statuteor the CountyBoard.

Discharge - A permanent separation from County employment as a result of the employee's
inability to perform all the requirements of the assigned position and/or unwillin gness to
comply with County policies and practices.

Dispute - Adisagreement asto the interpretation or implementation of these Policies.

ElectedOfficials - Thoseofficials selectedby vote of the constituency of Mille LacsCounty.

Employee- A person in apaid position within the County service,asdefined by M.S 179.A.

Employment Date- The date a person beginsemployment with the County in aregular position,
or the mostrecent date hiredif the person is re-hired.

Exempt Employee - A professional,administrative or executive employee exduded from the
overtime pay provisions of the Federal Fair Labor Standards Act (FLSA).
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FLSAz Fair Labor Standards Act, 29 U.SC. 201 et seq.
FMLAZ Family Medical Leave Act, 29 CF.R, Part 825

HCSPz Health Care Savings Planthrough the Minnesota State Retirement System.

Hours Worked z Actual hours worked, exduding paid and unpaid time off.
Intern - An individual in aformal educational programwho haslimited statusasanemployee.

JobAnalysis - The systematic processof examining jobsto clarify the activities, duties, methods,
responsibili ties, context, and requirements necessaryto perform in the job. Information may
be gatheredby questionnaire,interview and/or observation.

JobElimination - The removal of a position from the organizational structure.

JobEvaluation - Process of comparing and grading the relative value of jobs in the County for
the purpose of determining salary levels and ranges,and compliance with pay equity statutes
andrules.

Layoff - A separation from employment due to lack of work, lack of funds, or other reasonnot
attributable to employee performanceor conduct.

Layoff List - Alist of employeeslaid-off and eligible for recall.

Leave of Absence- An approved, temporary separation from active employment status,which
may be with or with out compensation.

Non-Exempt Employeez An employee covered by the overtime pay provisions of the Federal
Fair Labor Standards Act (FLSA).

Qutside Employment z Any employment or contractual relationship for which pay or other
direct or indirect compensationisrecdaved from asourceother than the County.

Overtime - All hours worked by non-exempt employeesin excessof 40 hoursin aweek, or in
excessof another standard defined by the FLSA.

PayPeriod - Two-weekperiod starting on Sunday at 12 am.

Personnel Board of Appeals- A non-employeereview board appointed by the County Board to
hear appealsand complaints conce ning the interpretation or application of these Policies.

Postion - A group of duties and responsibilities requiring the part-time or full-time
employment of at leastone person.

Postion Desgaiption - The written document that identifies the purpose, duties,
responsibili ties, requirements, accauntability of a job; and the knowledge, skills and abilities
necessaryto perform the job aswell asany required credentials.
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Probationary Period - The first six to twelve (6 - 12) months following an employA A iitial
hiring or re-hiring when they are in active servicein aposition. It is designedto be an extended
selectionperiod to determine if reqular statusshould be granted. Under certain circumstances,
the probationary period may be extended.

Promotion - A change in an employee's status from a position in one classto a position in
another classwith moreresponsible duties and/or ahigher salaryrange.

PERAZ Public EmployeesRetirement Assciation

Reclassification- A changein the classification level of aposition asaresult of approved changes
in job duties which modify the responsibilities or decison making authority by raisingit to a
higher level or reducing to a lower level, basedon a retrospectivereview of how the position
hasevolved.

Re-employment - Appointment of aformer employeeto a position with the Caunty.

Reinstatement - Appointment of a former County employeeto a position which the employee
was assgned prior to their termination or separation of employment, that occurs within one
year of the separation of termination.

Reaganization z A planned, prospective change in the jobs, reporting structure, or other
significant factorsrega ding the employment of one or more employees.

Resignation- Voluntary termination of employment from County service.

Retirement z Termination of County employment by an employee who is either recdving
disability benefitsor aretirement annuity from aMinnesotapublic pension plan (suchasPERA)
other than avolunteer firefighter plan; or who meetsthe ageand service requirementnecesary
to recdve an annuity from a public pension plan, but hasopted not to draw upon the funds at
the time of retirement.

Seveance Pay - Pay out of benefits and compensation to regular employeesleaving County
employmentin good standing.

Seniority - The duration of continuous employment from the employee's most recent date of
hire.

Shift Work z Work carried out by two or more groups of employees in accordance with a
rotation system to provide for 24/ 7 coverage.

Sick Leave - Paid absence from work for County employees due to personal or family illness,
medical care, or death in the employee® family.

Status(Employment)
1. Regdar Full-time - An employeein aposition that is regularly budgeted, who regularly
works eighty (80) hours per pay periodand hassuccesstilly completed a probationary
period.
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2. Reguar Part-time - An employeein along-term, regularly budgeted position who works
less than eighty (80) hours per pay period and has successtilly completed a
probationary period. To be eligible for prorated benefits, including vacation, holidays
and sick leave, aregular part-time employee must be consistently scheduled to work at
least half time (i.e.,be budgeted for at least 1,040 hours per year). Pat-time employees
are not eligible for health insurancebenefits.

3. Intermittent - An employeewho works on anintermittent basisdependent upon County
needs (i.e., is OT A A). Ihtérmittent employees are not eligible for County benefits
exceptasmandated by state and federal law.

4. Tempaary - An employee,working full or part-time, in a position of limit ed duration,
such as a specific project or other time-defined work, for no more than 67 daysin a
calendar year. Temporary employees are not eligible for County benefits except as
mandated by state and federal law.

5. Intern- Anindividual in atraining program,paid or unpaid, who haslimited statusasan
employee.

6. On-Cdl Employment Pool z An individual calledto work from an established County list,
usually comprised of retirees and other individuals interested in working on an
occasional basis. These individuals may work during peak periods in a department,
when a regular employeeis on a leave of absence, or while a position is open after a
termination and prior to a new hire. On-call employees are not eligible for County
benefits except asmandated by state and federal law.

Supevisor - Any employee or official having the authority to perform the majority of the
following functionsin theinterest of the Cownty, if the exercise of such authority is not merely
clerical or routine in nature, but requires the use of independent judgment: to hire, transfer,
suspend, layoff, recall, promote, discharge, assign, reward, discipline, adjust grievances or
effectively recommend such action.

Suspension Atemporary separation from active employment, with or with out compensation.

Trandfer - The movement of an employeefrom one position to another position within the same
classor salaryrange.

Trial Period - The first six to twelve (6-12) months of service after an employee is demoted,
transferr ed or promoted to a new position within Caunty Sewice,which servesasan extended
selectionperiod.

Unauthorized Leave - Any absencefrom normal duties, not authorized by a specific grant of a
leave of absenceunder the provisions of thesePolicies.

Unit 7 An organization sub-entity locatedwithin adepartment.
Veteran - An individual defined asaveteran by M.S 197.447.

Voluntary Termination - All terminations initi ated by the employee.
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Workw eekz Surday through Satuday.
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II. EMPLOYMENT AND STAFFINGPCLICIES

F. Eoual EMPLOYMENT OPPORTWNITY

It is the policy of Mille LacsCounty to prohibit discrimination in employment basedon race,
color, creed, religion, national origin, sex, age, disability, sexual orientation, marital status,
status with regard to public assistan@, or membership in a local human rights commission.
Mille LacsCounty embracesthe concept of equal employment opportunity, andis committed to
compliance with all applicable federal and Minnesota laws, executive orders, and
administrati ve regulations regarding it. In all instances, proper regard shall be provided for
applicants' and employees' privacy and constitutional rights as citizens under Federal and
Minnesatalaw.

Any employeeor applicant who believess/he hasbeendiscriminated against by reasonof race,
color, creed, religion, national origin, sex,marital status,statuswith regard to public assistane,
membership or activity in a local human rights commission, disabili ty, sexual orientation, or

agemay file a complaint with the Personnel Director, specifying the basisof his/her belief and

all facts surrounding the alleged discriminatory action. In the event that the complaint is
against the Personnel Director, the complaint may be filed with the County Administrator. All

complaints of discrimination will be fully investigated, and the complainant may receve notice
of the conclusion of the investigation. If the complainant doesnot agree with the investigation
findings, s/he may file an appeal within fourteen (14) calendar daysto the Personnel Board of
Appeals. The complainant may, at any time during or following the investigative process,
submit a discrimination complaint to the MinnesotaDepartment of Human Rights (MDHR) by
calling 651-539-1100 (TTY 651-296-1283), or toll free at 800-657-3704. Any complaint of
sexual harassmentmay also be filed with the MDHR Dby calling 651-296-5663 (TTY 651-296-
1283), or with the Equal Oppartunity Commission, by calling 800-669-4000 (TTY 800-669-
6820).

G. AMERICANSWITH DISABILITIES ACT (ADA)

The Caunty is committed to complying with all applicable provisions of the Americans with
Disabilities Act ("ADA"). It is the County's policy not to discriminate against any qualified
employee or applicant with regard to any terms or conditions of employment becauseof such
individual's disability or perceived disability solong asthe employee can perform the essntial
functions of the job. Consistent with this policy of nondiscrimination, the County will provide
reasonableaccanmodations to a qualified individual with a disability, as defined by the ADA,
who has made the County aware of his or her disability, provided that such accanmodation
doesnot constitute an undue hardship on the County.

Employees who believe they needa reasorable accanmodation to perform the essental
functions of their job due to a disability should contact their supervisor or the Personnel
Director. The County encauragesindividuals with disabilities to come forward and request
reasonableacconmodation
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Gl. PROCEDURE FOR REQUESTING AN ACGOMMODATION
Onrecdpt of anaccanmodation request, the Personnel Director andthe employA A gug#rvisor
will meet with the employeeto discussand identify the preciselimitations resulting from the
disability andthe potential accanmodation that the County might make to help overcomethose
limitations.

The County will determine the feashbility of the requestedaccanmodation, considering various
factors including, but not limited to, the nature and cost of the accanmodation and the
accanmodation's impact on the operation of the County, including its impact on the ability of
other employeesto perform their duties and on the Countyd &bility to conduct business. An
accanmodation will not be made if to do so would be a violation of a bona fide occupational
qualification, an undue hardship on the operation of the County® lilisiness,or adirect threatto
the health or safetyof the individual or other people.

The County will inform the employee of its dedsion on the accanmodation request or on how
to make the accanmodation. If the accanmodation request is denied, employees will be
advised of their right to appeal the decison by submitting a written statement explaining the
reasonsfor the request to the County Administrator. If the request on appeal is denied, that
decisonisfinal.

The ADA doesnot require the County to make the best possble accanmodation, to reallocate
essential job functions, or to provide personal use items (i.e., eyeglasses, hearing aids,
wheelchairsetc.).

An employeeor job applicant who hasquestions regarding this policy or believesthat he or she
has beendiscriminated againstbasedon a disability should notify the Personnel Director. All
such inquiries or complaints will betreatedasconfidential to the extent permissible by law.

H. PERSONNEL BOARD OFE APPEALS

H1l. COREATION

The County Board shall appoint three(3) personsto serve staggeredtermsnot to excesd three

(3) years asmembers of the Personnel Board of Appeals. After the first appointment expires,
the successas shall serve for terms of three (3) yearseadth. Expiration datesfor the first terms
of office shall be fixed by the County Board. Vacanciesshall be filled by a majority vote of the
County Board for the unexpired term. Persons appointed to the Personnel Board of Appeals
shall not serve while holding any County office or while standing asa candidate for any County
office or while employed by the County. Eachmember of said Board shall be a resident of the
County and shall forfeit office if residencyin the Caunty is not maintained.

H2. COMFENSATION
Compensationfor members of the Personnel Board of Appealsshall be setby the County Board,
and membersshall bereimbursedfor actualand necessry expenses.
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H3. ORGANIZATION
The Pearsonnel Board of Appeals shall organize by electing a Chair and Vice-Chair and shall
developrulesof procedure for matters brought before it under the provisions of M.S 375.56 to
375.71 and thesepolicies.

H4. DuTiES
The Personnel Board of Appealsshall meetupon call of its Chair or of the Personnel Director to
make findings of fact and report to the County Board within thirty (30) daysof the filing of an
appealby an applicant, employee, or appointing authority in the following circumstances:

1) Alleged arbitrary or capricious action on the part of the County Board with respect to
final establishment of rulesunder M.S.375.56 to 375.71,

2) Alleged discrimination by the Personnel Director or the Administrati ve Sewices Office
staff in examination procedures or preparation of lists of eligible candidates, or
discriminatory usethereof by the department head under the provisions of M.S.375.56
to 375.71 or rules promulgated thereunder.

3) Suwch other matters of grievanceasmay be provided for in theserules.

l. PERSONNEL REGORDS FORMSAND TRANSACTIONS

1. OVERVIEW
In order to produce the necessay reports and maintain required personnel records, the
Personnel Director shall develop,install or implement appropriate systemsand forms to allow
employees,applicants, department heads, union officials, and other interestedparties to submit
and retrieve personnel information. The Director shall also assist supervisors, department
heads,and electedofficials in the keeping of recards regarding the actions of their employees.

2. PROCEDURE
The Personnel Director shall establish and maintain files on eachemployee working for Mille
Lacs County, and include: their application, selection process, references,any pre-placement
assessmentresults, proof of initial qualifications, orientation chedklist(s), training records,
performance evaluations, compensation, benefits participation, promotions, discipline,
commendations and other personnel recards.

3. EMPLOYEE ACESSTORECORDS
Employees have the right to review their personnel files, and may do so by requesting an
appointment time with amember of the Administrative SewicesCOffice.

4. REFERBICE REQLESTS
Department heads and supervisors shall refer all requests from outside organizations for
referenceson current or previous employeesto the Administrati ve ServicesOffice.

Mille Lacs County Permel Policy Manual (Revis®@1/2022)
Pagell



J. RECRUITMENT AND SELECTION

J1  OVERVIEW
The County shall selectindividuals presenting the best match of education and experienceto
meet the job-related knowledge, skills and abilities required for a position, consistent with
EqualEmployment Opportunity and promoting from within the County.

The Administrati ve Services Office shall provide the forms and systems to identify vacant
positions, advertise vacant positions, design scoring systems basedon job qualifications and
duties, collect and scareen applications, conduct employment testing, coordinate and take part
in employment interviews, make and confirm job offers, and coordinate the pre-placement
processes.

J2  FILLING BUDGETED POSITIONS
All requeststo fill authorized positions shall be coordinated betweenthe appointing authority
and the Personnel Director. The County Administrator approves filling budgeted vacancies
unlessa specific exception exists (e.g., hiring freeze). If such an exception exists,County Board
approval will berequiredin order to fill the vacangy.

J3  VACANGES
A vacancy shall be defined as any unfilled position approved in the budget processor by
subsegquent Board adion. Vacancies may be filled by re-employment, reinstatement,
promotion, transfer, demotion or new hire. Employeesmay not hold more than one position
with the County at any given time.

J4  RECRUITMENT

The Personnel Director shall prepare and publish a notice of the vacancy for regular full-time
and part-time positions using internal and/or external sources deemed necessaryto attract
sufficient numbers of qualified applicants. The notice shall specify the position's title, salary
range and/or hiring range of the classification,a desaiption of the duties andresponsibili ties,
minimum qualifications, the selection process, and other pertinent information. Such
announcements shall allow a reasonable period of time for interested parties to apply,
minimally five (5) days.

County employeeswho are interviewing and/or testing for County positions are required to
usepaid time off, comp time, or rearr angetheir work schedule with their supervisord &pproval
to acoommodate the time spentinterviewing and/or testing.

JS  APPUCATION AND ASSES®ENT PROCESS
An applicant for a vacancyshall complete aMille LacsCounty employment gpplication form to
supply pertinent information relative to the applicant's skills, education, experience, licenses,
etc. needed to assessthe applicant's qualifications. The Administrative Sewices Office will
recave and saeen all applications for minimum qualifications. Incomplete applications will
not be acceped.
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Foreachregular full-time or part-time position vacang, the Administrati ve SewicesOffice shall
design aselectionprocesswhich includes,at aminimum, an objective screeningtool to evaluate
applications for job-related experience and trainirg. The saeening processmay include
competitive written or oral examinations, training and experience ratings, physical abilities
assessmentsand/or other valid selectiontools. The assessmentmethods used for a specific
position shall be established by the Personnel Director, in consutation with the appointing
authority, with the understanding that such methods shall be selected in accadance with

applicable laws. In addition, any method(s) chosenshall evaluate only those criteria necessary
to perform adequately in the position.

Open-Competitive Examination

Competitive examinations for positions within the County shall be open to all applicants who
are citizens of the United States,or who are eligible and have applied for citizenship, or who
meet all of the requirements for employment asdefined by laws or US. Bueauof Immigration
regulations; and who meet reasorable qualifications or standards presaibed by the
Administrati ve Sewices Qfice that relate to the abilities of candidates to perform the duties of
the position efficiently. Pursuant to state law, the County will grade an open competiti ve
examination on a 100-point scale.

Promot ional Examination

Promotional examinations shall be open to all regular and probationary employeeswho meet
the qualifications for the positions. Temporary employeesand interns shall not be eligible to
apply for apromotional appointment.

JG& Eui@siLITYLIST
The Personnel Director shall create and maintain a list of eligible candidates for eachposition
opening based upon open competitive or promotional examinations and/or based upon
experienceandtraining ratings for the position. The appointing authority, in consutation with
the Personnel Director, shall determine the period of time an Eligibility List shall remain in
effect; however, no list shallremainin effectfor more than oneyear.

Appointment from Eligibility List

Appointment may be made by reinstatemert, transfer, or demotion; or from promotional or
open competitive Eligibility Lists asprovided in these policies. A maximum of ten candidates
in ranking order on the Eligibility List shall be certified to the Appointing Authority. In addition,
any applicant(s) with scaresthe sameas that of the last person on the list will be certified.
Additional namesmay be certified in cases where there are individualswhosescaresfall within
three(3) points of the top scare. In addition, eachEligibility List will contain amaximum of the
three(3) top scaring promotional candidatesif not already presenton the original list.

Eligible candidates shdl be certified in order of standing exceptthat where a requirement of
special qualifications is specified by the appointing authority and approved by the Personnel
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Director, certification may be limited to eligible candidates possessng the special
gualifications.

Multiple Vacancies

If more than one vacancyis to be filled by referral from the Eligibility List, the namesof two
additional eligible candidatesfor eachvacancyshall be certifie d.

Incomplete Certification

When the number of names available for filling any vacancyis fewer than five, the appointing
authority may decline certification for that vacancgy. The Personnel Director shall cancelthe
Eligibility List and proceedto createanew Eligibility List.

Certification from Related Lists

Namesmay be certified from Eligibility Lists for higher classesto vacancies occurring in lower
classesor from Eligibility Lists for one classto vacanciesin another classwhere it has been
determined the examination reasonably measues the ability of the eligible candidates to
perform the duties in a classto which certification is made.

Re-employme nt List

When a probationary or regular employee is separated from employment without fault, the
Personnel Director may place the employA A Gae on the appropriate Re-employment List.
Following separation from County service,namesmay be placedon the Re-employment List as
provided below. Eachname on a Re-employment List shall be removed one (1) year from the
effective date of separation from service, unless extended for a period not to exceedone (1)
additional year by the Personnel Director. Re-employment candidates shall meet the current
minimum qualifications to be considered.

Employeeswho have separated from County employment to serve in an elective or appointi ve
capacity in a government unit, or accepted a position that results in an intergovernmental
transfer, shall retain their reinstatementri ghts.

Namesshall be placedon the Re-employment List for any classin the following order:

Employeeswho have beenlaid off becauseof ashort-term County emergency, suchasa
firein the workplace.

Employeeswho have beenlaid off becauseof lack of work or fundsin inverse order of
their layoff pursuantto the Termination, Layoff section.

Employeeswho have beenlaid off for more than one (1) year due to lack of work or funding
must serve a probationary period upon being reinstatedto active employment.
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Removal of Namesfrom Eligibility List

The Personnel Director may remove the name of an applicant from an Eligibility List if the
applicant:

Hasbeen appointed to a position with Mille LacsCounty, at a minimum salary equal to
or higher than the minimum salary for this class of position.

Hasdeclined an appointment under such conditions asthe eligible applicant previously
indicatedwasacceptabe.

Hasdeclinedto interview for aposition for which the applicant was considered.
Hasfailed to respond within five (5) daysto any inquiry of the Administrati ve Sewices
Office regarding availability for appointment.

Hasbeen considered for appointment by the sameappointing authority for the same
classificationwithin the past six months and not appointed.

Isfound to lack any of the preliminary requirementsestablishedfor the examination for
the classof positions.

Has been previously dismissed from County employment or has resigned in lieu of
disciplinary action from any County position.

Hasmade a false or misleading statement or omitted any material fact on a current or
previous employment application within the pastfive (5) years.

Would be an inappropriate candidate for the position as determined from the
badkground check.

Adisqualified applicant shall be promptly notified of such action,aswill anapplicantwho is not
admitted to an examination becauseof failure to meetthe minimum qualifications.

J7.  RIGHT TOAPFEAL
Any applicant may appeal what he/she feels was an error in the design, administration or
scaring of any examination in the ranking of applicants. Such appeals shall be made to the
Personnel Director, shall contain sufficient detail regading the reasonfor the appeal,and shall
be made within ten (10) daysof the applicAT O & O ofithk d2&sfodwhich is the basis for the
appeal. The Personnel Director shallprovide aresponsein writing within five (5) working days.

J&  PHYSICAL AND PSYCHOLGE CAL EXAMNATIONS
To ensure that applicants are capable of performing the essentialduties and responsibilities of
the position, certain positions shall require that individuals must passcertain physical and/or
psychological screeningsprior to becoming County employees.The County shall pay the cost
of such pre-employment examinations and the corresponding medical recards shall be made
part of the employA A @edical file in the Administrati ve Services Jfice.

If amedical evaluation report indicatesthat an otherwise eligible applicant for employment has
a mental or physical condition which causessuch applicant to be considered a serious health
risk, the County may declare the applicant ineligible for employment in the position and
withdraw the conditional offer of employment.
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J9  BAGKGROWND CHECKS
The Administrati ve Sewices Office or the appointing authority shall checka minimum of two
(2) employment referencesandthe Sheiffé Officeshall conduct a criminal history badkground
checkon the selectedcandidate. In addition, depending upon the position requirements,credit
checks, driverd li2ense chedks, and license and academicverifications may be chedked on the
selectedcandidate. Some positionsalsorequire verifications per M.S.604.

J1Q NOTIFICATION

The Administrati ve Sewices Office shall extend a formal employment offer to the selected
candidate. The offer shallinclude the start date, salay, benefits, emgoyment status and other
conditions of employment. In the unusual circumstance that it is necessaryto appoint a
selectedcandidate to a position before all required information is gathered, the employment
offer shall be conditional upon the satisfactary results from the final information gathering
process(es).In such cases,the selected candidate shall be required to sign astatement
accepting aconditional appointment.

The Administrati ve Sewices Office shall promptly notify those applicants not selectedfor a
position.

J11 REINSTATEMENT
Former employeesmay receve consideration for reinstatementto their former position, upon
the agreement of the department head and Personnel Director. Reinstated employees may
recave consideration for previous employment for the purposes of pay, benefits and
probationary period for up to one (1) year after termination.

J12 RE-EMPLOMENT
Re-employed employees are considered new employees, without consideration of previous
employment for purposesof pay, benefits or seniority, and shall serve a probationary period.

J13 EXTRACRDNARY QRCUMSTANCES
There may be situations where it is very difficult to recruit and attract qualified candidates for
aparticular position. In thesesituations, the department headand the Personnel Director may
agreeto offer a cardidate credit for prior public work experiencein adirectly related positon
to determine vacationaca ual rates.

J14 EMPLOMENT OF FAMILY MEMBERS (NEPOTISM)
Consistent with applicable law, the County does not restrict the employment of relatives of
County employees. However, relatives are prohibited from working in situations where one
will exercise or directly influence the recuitment, employment, sadary, fees, performance
reviewsor other employment actions of another relative.

Relativesfor the purpose of this policy shall be defined as spouse, parents, children, siblings,
grandparents,in-laws,aunts,uncles,nieces,and nephews.
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The County resavesthe right not to employ relativesif it is determined that doing so would
createaconflict of interest.

If two employeeswithin the same department marry during their employment, one of them
may be transferredto alike or similar position in another department.

All decisons and determinations with regard to the interpretation and effect of the above shall
be made by the Caunty Administrator.

K. PROBATIONARY AND TRIAL PERIODS

K1. PURPCEE
In order to ensure that newly hired, rehired, transferred, demoted or promoted employeesare
able and willing to meet the performance and conduct expectations of the position, such
employeesshall serve a probationary or trial period. The probationary or trial period shdl be
rega ded asan extension of the selection/assessmentprocess.

K2. DURATION
The probationary or trial period shall begin when the employee reports for duty, and shall
continue for six (6) months of active service. For certain statutory and Sheriffé Gifice positions,
the probationary period is defined as twelve (12) months. Employeesshall be notified of the
length of their probationary or trial period asa part of the employment offer.

TheemployA A ugervisor shall define the expectations during the probationary or trial period:;
explainthem to the employee; provide orientation andlearning opportunities for the employee;
monitor performance; provide periodic feedback; and complete performance evaluations
during the probationary or trial period, normally at the mid-term of the period and prior to the
end of the period.

The department head shall determine whether the employA A peformance and conduct are
satisfactary to grant regular employment status at the condusion of the probationary or trial
period. If the employee does not exhibit the necessaryjob skills, or the required work habits,
the department head may terminate the employee at any time during the probationary period.
In this case,the department head shall notify the Personnel Director, who will notify the
employeeof the termination in writin g.

In some instances, the newly hired employee may not meetall of the required performanceand
conduct expectationsduring the probationary period. The department head, in consutation
with the Personnel Director, may extendthe probationary period for up to an additional six (6)
months, with the agreementof the probationary employee. In thesecases the department head
and Personnel Director shall prepare a written statement for the employA A &ighature
indicating the specific expectations required for successtil completion of the extended
probationary period. If the probationary employeedoesnot agreeto the extensionof probation
in thesecases, the employeeshall be terminated.
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A regular employee who accepts a transfer, promotion or demotion and doesnot successtilly
complete the trial period following that transfer, promotion or demotion may, upon the
acceptance of the department head, be eligible for reemployment in the first available position
in the classificationpreviously held.

Newly hired employees transferred or promoted while serving a probationary period must
complete a full probationary period in the new position before being granted regular status.
Demoted employeesmay have the trial period waived upon the agreement of the department
headand Personnel Director.

K3. BENEFITSDURING PROBATION
A probationary employeeis eligible for the accumulation and usage of sick leave and for all
County paid insurancebenefits, after the employeehasmet the eligibility and/or waiting period
requirements for these benefits. Vacation accumulates during the probationary period, but
shall not be available for use or payment until regular status is first granted to the employee
upon passingprobation. Probationary employeesare not eligible for floating holiday(s).

L. PROMOTION, DEMOTION, AND TRANSHEER

L1. PURPCE

In order to offer current employees the opportunity to continue to use their accumulated
knowledge and skills to serve the citizens of the County, they may apply for promotions,
demotions or transfers to other County positions. Regular employees promoted, demoted, or
transferr ed shall retain and may useall aca ued benefits, including accunulated sick leave and
vacation, and shall continue to earn benefits based upon their continuous years of service
during their trial peri od. When an employeeis promoted or demoted, their classification date
shall becomethe date of placementin their new position, and any earned compensatay time
will be paid out prior to the status change taking effect.

L2. PROMOIONS

When an employee is promoted, the employee shall be placed within the new salary range on
the lowest step that provides an increaseof 5%. Upon request from the department head, the
Personnel Director may request from the County Administrator approval of a new salary rate
of up to 10% over the employA A i@ €ious salary, not to exceedthe maximum of the new grade;
requestsfor such increasesshall be basedon factors such as internal equity, the employA A
performanceprior to promotion, and the employA A @r@th of continuous service with Mille
LacsCounty. These provisions are not applicable to elected positions and the Chief Deputy
appointment.

Qu

L3. TRANSFERS
When an employeetransfers, their classification date shall not change.

L4. VOLWTARY DEMOTION
An employee may apply to demote to a position in a lower salary range. When a voluntary

Mille Lacs County Permel Policy Manual (Revis®@1/2022)
Pagel8



demotion is requestedby an employee, the employA A pa@shall be placed within the salary
range for the demoted position. In no eventshall the salary of a voluntarily demoted employee
remain above the maximum of the salary range for the position to which the employee is
demoted. Voluntary demotions are subjectto position availability.

L5. INVOLWTARY DEMOTION
A department head may demote an employee to a position for which he/she is qualified in a
lower grade or salary range for the following reasons:

In Lieu of Lay-off: If an employee would otherwise be laid off because of position
elimination, lack of work or funds, or the return to work from authorized leave by
another employee,that employee may be demoted to another vacantposition for which
he/she meetsthe minimum qualifications.

Reorganization: When a demotion results from a planned reorganization or structure
change, the employee shall be placed on his/ her current step in the new applicable
grade,andthe affectedemployA A €al@ry shall be frozen until suchtime whentheir step
placementexceedstheir current salary.

Review of County Position Descriptions: When the classification review process
resultsin the grade of a position decreasing, the employA A $al@ry shall be frozen until

such time whentheir step placementexcealstheir current salary.

Disciplinary Action: If an employeeis demoted for disciplinary reasons, their salary
shall decreaseto an amount within the new rangethat is at least5% below their rate of
pay immediately prior to the demotion. An employeewho is demoted shall be given the
reasonsfor suchdemotion in writing from the Personnel Director.

M. HOURSOEWORK

Department heals and supevisors sdedule the work hours of employees to meethe sewice
delivery needs of the customers and the department. Except where scheduled hours are
authorizedby Collective Bargaining Agreementsor departmental rules approved by the County
Board, full-time employees shall be scheduled to work forty (40) hours per week. The
department head shall determine the work schedule, with the understanding that hours of
operation of County officesare 8 a.m.to 4:30 p.m.

M1. ResST BREAKS
Employees shall be allowed a fifteen (15) minute rest break in each period of four (4)
consecutive hours of work at times designated by the employA A 8upervisor, when the
supervisor determines that such breaks will not materially interfere with the rendering of
services.

M2. Policy for Supporting Breastfeeding Employees

In recognition of the wellFdocumented health advantages of breastfeeding for infants and
mothers, Mille Lacs County provides a supportive environment to enable breastfeeding
employees to express their milk during work hours. This includes a compaswide lactation
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support program, as well as educational materials, administered by Community & Veterans
Services.

Mille Lacs County subscribes to the following worksite support policy. This policy shall be
communicated to all current employees and included inew employee orientation training.

Company Responsibilities
Breastfeeding employees who choose to continue providing their milk for their infants after
returning to work shall receive:

1. Milk Expression Breaks
Breastfeeding employees are allowed tbreastfeed or express milk during work hours
using their normal breaks and meal times. For time that may be needed beyond the
usual break times, employees may 1) use vacation, sick, or comp time, or 2) make up the
time as negotated with their supervisors. For the 12-month period following the birth
I £/ A AEEI Ah OEA %i I TUAO OEAIIT 110 OAAGAA A
the purpose of expressing milk in accordance with M.S. 181.939. Break times should run
concurrently with break times provided, and if other reasonable accommodations
related to pregnancy or childbirth are needed, the employee and Employer shall engage
in an interactive process.

2. Privacy Room
A designated privacy room is available to accommodate employees who need an area to
rest, make private calls, etc. However, priority is given specifically to breastfeeding or
lactating mothers per M.S. 181.939. Anyone using the room for purposes other than
breastfeeding or lactation shall forfeit their use to accommodate a breastfeeding or
lactating mother. If employees prefer, they may also breastfeed or express milk in their
own private office, or in other comfortable locations agreed upon in consultatiowith
OEA AiPITUAAGO OOPAOOEOI 08

3. Staff Support
Supervisors are responsible for alerting pregnant and breastfeeding employees about
OEA AT T PATUBO x1 OEOEOA 1 AAOAOGET 1T 00BPDPI 00 bBC
practices that will help facilitate eachA | D1 T UAAS8 O ET £ZAT O AEAAAET C (¢
all employees will assist in providing a positive atmosphere of support for breastfeeding

employees.

Employee Responsibilities

1. Communication with Supervisors
Employees who wish to express milk dung the work period shall keep supervisors
informed of their needs so that appropriate accommodations can be made to satisfy the
needs of both the employee and the company. Procedures for access to the lactation room
may vary per building.

2. Maintenance of Milk Expression Areas
Breastfeeding employees are responsible for keeping milk expression areas clean, using
anti-microbial wipes to clean surface areas of the room including tables, counters, chairs,
and other areas as needed. This responsibility extends both designated milk expression
areas, as well as other areas where expressing milk will occur. Antimicrobial wipes and
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hand sanitizer will be provided by Mille Lacs County for employee use.

3. Milk Storage
Each employee is responsible for proper storagef der milk using the break room/Wellness
refrigerators provided by Mille Lacs County, or their own personal cooler, if they prefer. If
utilizing a Mille Lacs County fridge, employees should label all milk expressed with their
name and date collectedso 8O T 1 O ET AAOAOOAT O1 U AT 1T EOOAA xE
Employees storing milk in any refrigerators provided by Mille Lacs County assume all
responsibility for the safety of the milk and the risk of harm for any reason, including
improper storage, refigeration, and tampering.

4. Use of Break Times to Express Milk
When more than one breastfeeding employee needs to use the designated lactation room,
employees can use the sigin log provided in the room to negotiate milk expression times
that are most cawvenient or best meet their needs. If a scheduling conflict arises while using
the Historic Courthouse Wellness Room, breastfeeding will take precedence over other
7ATTTAOO OOAOG &£ O OEA oOiiTis8 7TEOE OEA O1 AAOOO.
require time off-site, Mille Lacs County will make available the Breastfeeding Friendly
Location map designated by the Minnesota Department of Health.

M3. OVERTIME (NON-EXEMPT EMPLOYEES)
1. For purposesof computing overtime, work weeks shall begin at 12:00 am. on Surday. A
different work period, consistent with Fair Labor Stardards requirements, may be
establishedfor usewithin the Sheriffé Gffice.

2. Hours worked on a Recanized Holiday (except Christmas Eve) as listed in the Holiday
section of this policy.

3. Any hours worked beyond an employA A &ceduled work shift shall require prior
supervisor approval.

4. Hours worked by non-exempt employees in excessof forty (40) per week shall be
compensatedat one and one-half (1 %2) times their hourly wagerate, or compensatory
time shall be earned at the rate of one-and-one-half (1 %2) times the excesshoursworked
over forty (40). The maximum accumulation of compensatay time shall be twenty (20)
hours; however, exceptionsmay be setby the Caunty Board.

5. The scheduling of compensatay time off shall be at the direction of the immediate
supervisor, or the request of the employee with supervisory approval, subject to the
staffing needs of the department. Compensatory time may be usedfor absencegesulting
from inclement weather, if proper notice is given to the immediate supervisor or
department head.

M4. EXemMPT EMPLOYEES
When an employee accepts a position that is exempt from provisions of the Stateand Federal
Fair Labor Stardards Acts, it is mutually understoodthat the job often requiresmorethan eight
(8) hourswork in any day or more than forty (40) hours work in any week. It is expectedthat

exemptemployeeswill work whatever hours are necessaryto perform their duties. Therefore,
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there is no such thing as "overtime" for an exempt employee. In recognition of this, exempt
employeesare generally freeto establishtheir own hours of work with the conaurr enceof their
immediate supervisor and maintain their work schedule as necessay to maintain an
appropriate job performanceand work of a minimum of 2,080 hours per year (pro-rated for
part-time) including non-work paid time. Becauseof the public nature of County work,
department heads are expectedto maintain sufficient records with respectto professionaland
management personnel work time, to capture the true costof various activities, andto be able
to justify performance of management and professional personnel, including the department
head. Employeesexempt from the Fair Labor Sandards Act shall not be eligible for additional
monetary compensation for hours worked in excessof any set schedule. Exempt employees
shall not usean hour-for-hour analysis of excesswork time when adjusting their work schedule
but do have the ability, with supervisory approval, for some flexibility in balanang their
schedulesin suchaway asto not diminish performanceexpectations.

Employees exempted by the Fair Labor Standards Act shall not be eligible for additional
monetary compensation for hours worked in excess of forty per week. Exempt
employees shall be eligible for compensatory time off on an hodor-hour basis for all
requisite hours worked in excess of 80 hours per pay periadNo more than 40 hours of
unused compensatory time shall be accumulated. No guarantee exists for the use of
compensatory time, however, approval for utilization requests shall be granted when
practicable and consistent with departmental guidelines. No compensatory time will be
disbursed upon termination or severance of employment. Accrued compensatory time
will not be considered for cash payment under any circumstances. For nalepartment
head exenpt staff, the accrual and utilization of compensatory time shall ragre the
prior approval of the Department Head or Supervisor. Compensatory time may not be
accrued for the following work:

Professional association meetings, conventions, etc.
Any work scheduled for hours in addition to the normal work day solely for the
convenience of the employee and not required by the nature of the work.

= =

Compensatory time may be taken only to the extent that it is earned.

Upon exhaustion of all paid time, exempgémployees shall be subject to unpaid time for full
day absences for personal absences other than sickness or disability. In these instances,
exempt employees shall have their salary reduced on an hofwr-hour basis in eighthour
increments for each fullday absence in a pay periodlhe County shall reduce pay for exempt
employees under the following circumstances:

1) the employee has not sought permission to use accrued leave, or

2) the employee has sought permission to use accrued leave and has beenie@mpermission,
or

3) the employee's accrued leave bank has been exhausted, or

4) the employee chooses to use Leave Without Pay (LWOP).

5) the employee works less than 80 hours during the pay period in question.
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N. CODE OFETHICS

Employees shall not engage in any act which is in conflict, or creates an appearance of
impropriety or conflict, with the performance of his/her duties. When an employee believes
the potential for a conflict of interest exists, it is the employA A Be§onsibility to avoid the
situation. Employees must notify their supervisor if a conflict of interest or perception of a
conflict of interest situation exists or may exist. Emplgyeeswho knowingly fail to avoid or
disclosea potential, perceived or actual conflict of interest situation are subjectto disciplinary
action in addition to any criminal penalty that may be involved.

N1. ACEPTANCE OF GFTSORFAVQRS
An employeeshall not directly or indirectly receiveor agreeto recdve any compensation, gift,
reward, gratuity, payment of expense, or promise of future employment or other future benefit
from any source except the County of employment, for any matter or proceeding connected
with or related to the duties of the employee. However, reasonableexceptionsare permitt ed.
Employeesmay accept the following:

Gifts of nominal value;

Plaquesor similar mementos recagnizing individuals servicesin afield of specalty or to
acharitable cause;

Reimbursementof actual expensesncurredfor lodging, mileage,mealsand other travel
related expensesthat are not reimbursedby the County but which have beenapproved
in advanceby the employA A uervisor aspart of the work assignment. This includes
food or refreshment provided at a meeting, conference, or other event as a normal
courtesyto all attendeesincidental to the performanceof official duty.

N2. Use oF CONFIDENTIAL INFORMATION
An employee shall not use confidential information to further the employA A gri@ate interest,
and shall not accept outside employment or involvement in a businessor activity that will
requirethe employeeto discloseor useconfidential information.

N3. UseoF PROPERTY
An employeeshall not useor allow the useof County time, supplies, or County owned or leased
property or equipment for the employA A griate interest or any other usenot in the interest
of the Caunty, exceptasprovided by law.

Employee accessto and use of electronic tools such as phones, email and the internet is
intended for business-related purposes. Limited and reasonable use of these tools for
occasional employee personal purpose that does not result in any additional costs of loss of
time or resou cesfor their intended businesspurposeis permitted.

Employees are responsible for appropriate use of time, telephones, cellular telephones,
computers, printers, paper, pens, stationery, facsimile machines,and pages. They are expected
to adhere to the highest ethical standards when conducting County businessand to follow the
Code of Ethics.
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Managementpersonnel are responsible for ensuring the appropriate useof all County property,
including e-mail and internet access through training, supervising, coading and taking
disciplinary action,when necessry .

N4. PRrRIVATE GAIN OR ADVANTAGE
An employee may not use for private gain or advantage County time, facilities, equipment,
supplies, badge,uniform, or prestige or influence of County office or employment.

An employee may not use his/her position to secu e personal benefits, privile ges,exemptions,

or advantages which are different from those available to the general public. The employee
shall not secure benefits, privileges,exemptions, or advantagesfor members of the employA A 6 O
immediate family, or an organization with which the employeeis associatel.

An employee shall not havefinancial interestin any saleto the County of any goods or services
when such financial interest was receved with prior knowledge that the County intended to
purchasethe property, goods,or services.

An employee shall not participate in the capacity of a County employee, in the issuing of a
purchaseorder or contract in which the employee has a private financial interes, direct or
indirect, or an employee shall not perform in regard to such contract some function requiring
the exercise of discretion on behalf of the Caunty.

An employee may not have a personal or financial interest in any legislation, policy or rule
coming before the County Board and participate in adiscussionwith or give an official opinion
to the County Board unlessthe employee discloseson the recard of the Board the nature and
extent of suchinterest.

NS. ADDITIONAL PAYMENT FOR COUNTY WORK
An Employee may notrequest,receave, or acept any money or anything of value from anyone
other than the County for the performanceof an act which the employeewould be required or
expectedto perform in the regular course of hours of County employment or as part of the
duties asa County employee.

NG6. ACTINGASAGENT ORATTORNEY
An employeeshall not take action asanagentor attorneyin anyaction or matter pending before
the County Board except in the proper discharge of official duties or on the employA A ow@
behalf or asthe duly authorized agent (e.g., steward, local officer) of the employA A éxdusive
representative.

N7. REPCRTINGETHICAL VIOLATIONS
Any employee who is aware of or suspectsillegal activity, fraud or any other violation of the
Countyd QGode of Ethics either by an employee or an individual, vendor, or organization
operating under a County, state or federal contract or grant, must report his or her concans
within two working daysto the County Administrator. Repats must contain the name of the
individual reporting the alleged violation, which will be maintained as confidential exceptas
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necessaryto investigaethe claim.

O. OUTSDE EMPLOYMENT

Employees shall not engage in any employment, private enterprise, participate in any
professionalactivity, or perform any act or service during or outside their employment with
the County, which would negatively affectthe employee'sability to perform the duties of their
position with the County. County employees shall obtain approval for outside employment,
contract work or self-employment that could reasonablybe viewedasbeingin conflict with the
employA A Gonty employment to ensure no conflicts exist. An employee's failure to disclose
non-County compensated employment that is found to be in conflict with his/her County
position may be groundsfor disciplinary action, including suspensionor termination.

Employeesof the County may not actin the capacity of independent contractor for the County,
in accadancewith the Fair Labor Sandards Act (FLSA). In addition, employees of theCounty
may only serve on a committee or sub-committee of the County if such appointment doesnot
presentaconflict andis approved by the Caunty Board.

Employeesparticipating in non-compensatedactivities or volunteer activities are encauraged
to continue in such participation. Non-compensated or volunteer activities for organizations
that have a financial relationship with the County are subjectto the same conflict of interest
rules as compensatedemployment. The employee participating in the volunteer activity with
such an organization shall discussthe activity with their supervisor or department head. If the
employee and supervisor or department head do not agree on the potential for conflict, the
County Administrator will make a determination asto actualor apparent conflict of interest.

P. TERMINATION

Pl OvVERVIEW
An employeemay endtheir County employment by either voluntary or involuntary means. The
employee shall provide adequate notice of a voluntary resignation. The County shall provide
the employee with adequate notice in the case of an involuntary termination. No regular
employee shall be required to retire from County employment solely for age,except inthose
positions where abonafide ocaupation qualification (BFQOQ) exists.

P2 VOLWTARY RESGNATION
Employeeswho wish to resign in good standing shall provide written notice to their immediate
supervisor, who shall then forward such notice to the Administrati ve Sewvices Office. Once
recaved by the Administrative Sewices Office, resignations shall be considered formally
accepted by the Caunty, and may not be rescinded.

P3.  INVOLWTARY TERMINATION
In caseswhere corrective and/or disciplinary action has failed to: 1) improve unacceptable
performance; 2) obtain compliance with policies or practices; or 3) correct inappropriate

Mille Lacs County Permel Policy Manual (Revis®@1/2022)
Page2b



conduct, anemployeemay be discharged for causeconsistentwith the EmployeeDiscipline and
Discharge section. Under no circumstancesshall an employee be discharged without having
the Personnel Director or designeereview the action. Ifimmediate removal from the work site
is necessay, the employeeshall be sugpended with pay pending areview of the circumstances.

An employeewho is absentfrom work for a period of three (3) days or more witho ut notifying
their immediate supervisor of the reasonsfor their absenceandreceving permissionto remain
away from work shdl be considered ashaving resigned without notice and not in good
standing. This rule shadl also apply to an emplbyeewho fails to return within three @) days of
the expiration of an authorized leave. If the failure to contact the supervisor was causedby
unavoidable circumstances,the supervisor may waive this provision.

P4. LAYOFF
The County may determine that work force adjustments are needed, in terms of numbers and
skills of employeesneededto meetthe service requirementsof the organization. If it becomes
necessaryto reduce thenumber of employeesfor a period of more than one week, the County
shall:

Implement a layoff, by classification,in inverse order of classification seniority. In the
event multiple employees have the same classification seniority, ties will be broken
basedon the documented performanceof the employees.

Provide affected employeesa layoff notice at leastfive (5) working daysin advance of
the effective date of layoff whenever work conditions permit.

Provide aregular or probationary employee about to be laid off information regarding
their right to demote to replace an employee with less seniority in the sameor lower
class,provided the affected employeehaspreviously workedin that classification.
Inform the employee of their placement on a layoff list for specific classifications for a
period of one (1) year .

Q. PEREORVANCEEVALUATION

The performance evaluation system shall be based on accuate job desaiptions, behavioral
expectations, and resuts-oriented performance standards. It shall be designed and used to
assist and encourage each employee to reach their maximum potential and enhance their
delivery of the servicesprovided by the County.

Department heads shall ensure that each employee recaves performancefeedback from their
immediate supervisor. Theimmediate supervisor is the individual who assigns and directs the
employA A Gvark, checks or inspects work for proper discipline, and is immediately
responsible for the work of the employee. Supeavisors and department heads shall, at least
annually, formally evaluate and counsel the employees who report to them, and secuely
submit the original to the Personnel Director. The Personnel Director shall then provide a
copy to the employee and his/her supervisor. The person evaluating the performanceof an
employee must be familiar with the duties of the position and the work performed by the
individual. If anemployeeexperiencesan employment changethat results in being supervised
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by a new supevisor, the former supervisor shall complete a performanceevaluation
covering the period until such time whenthe employment changetook place.

The supervisor conducting the evaluation shall notify the employeein advanceof the evaluation
to allow the employee adequate time to assess his or her individual performance, and to
prepare any questions or suggestions regading more effective ways of performing the duties
of the position.

Employees shall be asked to sign their evaluation to indicate recept of the evaluation, not
agreementwith its content. Employeesmay respond in writing to the evaluation, and have that
response attached to the evaluation and placed in their personnel file, which shall be
maintained in the Administrati ve Sewices Office. If an employee refuses to sign their
performanceevaluation, the supervisor shall make note of that fact on the evaluation form.

The secondlevel supervisor, generally the department head, is primarily a reviewing rater.
Their role in the evaluation processis to review the rating made by the first line supervisor for
consistencywith GCounty policy and department expectations.

Stardards againstwhich performanceis to be measu ed shall be specific, measuwable, related
to quality, quantity, timeliness of work, or other reasonableperformance criteria determined
by the supervisor.

In addition to the annual performance evauation, employees shall be evaluated under the
following conditions:

At the completion of threemonths of service to the County, initially andin the event of a
promotion, transfer or demotion.

Prior to the completion of the probationary or trial period.

Any time anemployA A @eormancehaschanged significantly, positively or negatively.
Any time the supervisor feelsthat it is in the best interestof the employeeor the County.

[l. CLAS3SFICATION AND CGMPENSATION

R. CLASSIEICATIONPLAN

The County Qassification Plan provides a way for individual County jobs to be evaluated and
classified acoording to their comparable work value. EachCounty job shall be evaluated and
placed in a specific classification and pay grade to enswe compliance with pay equity
requirements. The Personnel Director shall provide a consistent format for position
desaiptions throughout the County, and a consistent processfor evaluating jobs and assigning
them to the appropriate pay grade.

It is the inherent right of managementto redesign jobs, restructure jobs,and createnew jobsin
meeting the objectivesof the County. From time to time, managgementwill needto createnew
classificationsto better respond to the needs and challenges of Mille Lacs County. The Plan
shall be developed and maintained so that positions substartially similar with respect to
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knowledge and skills, supervisory authority, and working condition s, are included within the
sameclass;andthat the sameschedules of compensationshall apply to all positionsin the class,
asallowed by collective bargaining agreements.

R1 PosmoN DESCRIPTIONS
Each job in the County shall have a corresponding position desaiption. The position
desaiption shall define the following elementsof eachposition:

Objectiveor summary of the position;

Essentialjob duties andresponsibili ties;

Supevisory authority of the position, if any;
RequredKnowledge, Xkills, and Abilitie s;

Required education, work experience licensesand certification s;
Physicaldemands and working condition s;

Minimum and preferr ed qualifications; and

Fair Labor Standards Act (FLSA) status.

R2  PoOSITION RECLASSFICATION
Postion reclassificaton becomesnecessarywhen a significant change takes placein the scope
of the position. Department heads or their designeesshallinform the Personnel Director of any
revisionsnecessry in the position desaiption.

The County shall review the Cassification Plan periodically to ascertain whether or not it
corresponds with existing conditions in the County service, and to make any revisions,where
necessay.

1. Every position desaiption within the County shall be reviewed at leastonceevery five
(5) years for accuacy. Department heads will be notified in writing by the
Administrati ve Sewices Office of the classifications in their department up for review
and sentthe necessaryformsfor completion.

2. Department heads and supervisors will be responsible for reviewing the position
desaiptions and determining if there is asignificant change in the nature or scopeof the
work performed in the job classification seleded for review. If a significant change is
noted, department heads are responsible for informing the Personnel Director of the
change.

3. Consideration for job classificationsthat are not scheduled for their annual review but
experience significant change will be handled on a case-by-case basis with the
department head notifying the Personnel Director of the changes and reasonsfor the
changes.

4. The Personnel Director shall determine whether a position desaiption substartially
matchesan existing classification. Position descriptions that do not substantially match
an existing classification will be forwarded to the consultant or other authority

responsible for evaluating positions in acordance with the @01 Odlagstiication plan.
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The authority for evaluation shallinclude an objective methodology to evaluate the jobs,
the assignment of points and pay gradesaccadingly, the documentation to support the
decison, and notification to the Personnel Director of the decisons. The Personnel
Director shall notify the affected employee(s) and department head of the result of the
evaluation, the effective dates of any change in pay grade and actual salary, and their
appealrights if they disagreewith the evaluation.

5. If a position is evaluated at a higher pay grade, the employee will receve a salary
increaseto the lowest step within the new pay grade which is at least 3% higher than
their current pay.

6. If a position is evaluated at a lower pay grade, the employee will be placed on their
curr ent stepin the new lower grade,andthe employA A €l@ry shall be frozen until such
time whentheir grade and step placementexcealstheir current payrate.

7. The effective date of any pay adjustments shall be the first day of the first pay period
following Board approval of the classificationchange.

R3 Q.ASSFICATION APPEAL PROCESS

In the event that an employee requests a classification or reclassification review and the
department headelectsto not bring the request to the Personnel Director, the employee may
appealhis or her classification by presenting facts to the Personnel Director within ten working
daysfollowing the department headd @sponseto the employee. The appeal to the Personnel
Director will be in writing and will include the department headd f@sponse. The Personnel
Director will review the facts and respond to the employee within twenty-one (21) calendar
daysof recapt of the appeal. The decison made by the Personnel Director will befinal.

R4. NEw POSITIONS
If anew position classificationis created, it will be the responsibility of managementto define
and determine essentialrequirements and duties of the position. The Personnel Director will
work with department heads and supervisors to develop the position desaiption in aformat
consistent with all position desaiptions. The position desaiption will be assigned to a
classificationunder the classification plan andto an appropriate pay grade in the compensation
plan. Final approval of any new position classfications will require County Board approval.

S. COMPENSATIONPLAN

Sl.  COMFRENSATION PHILOSORHY
The County recognizes that its employees are its most valuable resource, and that they are
directly responsible for achieving its goalsand carrying out its mission. Tothat end, the County
utilizes a market-based pay plan that offers competitive salaries and benefits to employees,
while focusing on fiscal efficiency and accauntability to taxpayers. The Countyd @oal is to
establishand maintain pay systemsthat compensateemployeesat arate of at least 80% of the
corresponding minimum and maximum salaries for comparable positions in Comparison
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Counties.

2.  UNIFORM PAYSCALE
It is the policy of the County to provide competitive and equitable compensationto employees.
The County Administrator shall be responsible for maintaining a Uniform Payscale, which shall
recagnize suchfactorsas:

=

Establishedpay rangesfor eachclassification.

Therelative difficulty and responsibility of work.

Therecruitment andretention experienceof the Caunty.

The financial condition and policies of the Caunty.

Pertinent economicdata.

Availability of applicants possessigrequired skills.

Internal Equity asdefined by the Local Government PayEquity Act.
The Fair Labor Standards Act.

Wage and Hour laws.

© © N o O b~ Db

10. Theexternal market,including pay ratesin the public and private sector.

The Uniform Payscale shall be reviewed reqularly by the County Administrator; it shall be
compared to the pay scalesof the Countyd Gomparablesat least once every three (3) years.
Any changesmade to the Uniform Pay<cale shall require Board approval.

S3. ADMINISTRATION
The Uniform Payscale shall consist of designated pay grades and salary ranges, eachwith a
minimum and maximum rate, for eachclassification as approved by the County Board. Each
position shall beplaced inthe appropriate grade of the Aassification Plan basedon the points
assgnedin the objective evaluation process.

HA. NeEwHIRES

New employees shall generally be hired atthe minimum rate for their grade. The department
head shall consut with the Personnel Director to determine the starting wage;the Personnel
Director may approve a starting wage up to Step4 for non-exempt positions and up to Step7
for exemptpositions. Requestsfor a startingwagehigher than outlined above must be approved
by the County Administrator. Such authorization shall be basedon exceptional qualifications
and badkground of the proposedemployee, by labor market condition s, or other extraordinary
circumstances.

. PAYRATE HANGES
During any year when the County Board has not denied payscale step movement, employees
not covered by a CBAshallrecave a one-step rate of pay increaseeffecive the beginning of the
thirteenth pay period of the year, until reading the top step of their currentB 1 O E Qyeadel 6 O
level, unless otherwise determined by the County Board. Part-time, intermittent employees
shall only recdve step increaseson even numbered years, in acordance with the above
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language.

H. WORK OUT-OF-QLASSIFICATION
Work out-of-classification is the performance of work duties (greater than 50%) that are
exdusively performed by a higher job classification. An employee assigned work of a higher
classification for more than ten (10) working days shall be temporarily placed on the lowest
step of the pay grade of the higher job classification that provides at leasta 5% increaseover
the employA A éuent pay rate. Department heads shall notify the Personnel Director of an
employeeworking out-of-classprior to the employeeearning the higher wage.

S/. PAYROLWL PERODS
The Caunty payroll period istwo (2) weeks.

3. WAGEDEDUCTIONS
If an employeeis indebted to the County, the amount due may be deducted from the employe€e's
wages. The County shdl inform an employeeif this will occur.

. HeALTH CARE SAVINGS PLAN
Exempt employees shall contribute 2% of their pay, as calaulated at the beginning of their
employment and annually on Januaryl thereafter, to a Health Care SavingsPlan.

S10. SHIFT DIFFERENTIAL
Employeesscheduled for shift work betweenthe hours of 6 pm and 6 am shall recdve a fifty-
centper hour ($0.50) shift differential for those hoursworked.

Sl1. DirRect DEPCSIT
All employeesare required to use direct deposit for recept of compensation from the County,
unlessthey are otherwiseexemptedunder this policy. Fundswill generally be availableduring
the morning of established paydays; however, if additional processing time is required by the
bank, funds may not be available until the following day.

Any direct deposit changes (i .e., changesto bank, accaint number, deposit amounts, etc.) will
need to be submitted to the Auditor-Treasurer® Office using the Employee Direct Depost
Authorization form; changesmay take up to two pay periodsto take effed.

There are certain circumstances for which salary payment by warrant rather than direct
deposit is necessaryor suitable. Theseexceptionsare asfollows:

A. BusinessExemption

The following circumstancesconstitute an exemption to the direct deposit rule and may be
applied asthough a specific exemption had been granted by the Caunty Administrator:
1. Thefirst paycheckof an employeeshall be by warrant.

2. Anemployee's last paycheck may be by warrant to facilitate the chedkout processand
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ensurethat County property is returned prior to departure. The preferr ed method will still
be by direct deposit.

3. An employee hired for less than ninety (90) days may be paid by warrant. If
employmentis extended, direct deposit is required unlessapersonal exemption is granted.

B. Personal Exemptions

Employeesnot covered under a businessexemption may request a hardship exemption from
the County Administrator. The possible exemptions for direct deposit include inability to
obtain a bank chedking or savingsaccaunt.

S12. WAGE DISCLOSURE
Under the Minnesota Wage Disclosure Protection law, employees have the right to tell any
person the amount of their wages. While the Data Practices Act (Minnesota Satutes 13.43)
specifically lists an employA A &dfual gross salary and salary range as personnel data,
Minnesadta law also requireswagedisclosure protection rights and remedies to be included in
employer personnel handbooks. To that end, and in accadance with Minnesota Statutes
181.172,employers may not:

Requirenondisclosure by anemployeeof his or her wagesasaconditi on of employment;
Require an employee to sign a waiver or other document which purports to deny an
employeethe right to disclosethe employA A\gaQes;

Take any adverse employment action againstan employeefor disclosingthe employA A 6 O
own wagesor discussng another employA A &a&yeswhich have not been disclosed
voluntaril y;

Retaliateagainstanemployeefor asseting rights or remediesunder Minnesota Statutes
181.172,Suld. 3.

The County cannot retaliate against an employee for disclosing his/her own wages. An
employA A Befedies under the Wage Disclosure Protection law are to bring a civil action
against the County and/or file a complaint with the Minnesota Department of Labor and
Industry.

T. SEVERANCECOMPENSATION

The County provides compensation to employeesin a consistent manner when they sewer
employment with the County in good standing. The amount and method of payment varies
based on the most recent hire date for the employee, the employA A @uthber of years of
continuous employment with the County, the employA A @abe balances, and overtime status
with regard to the FLSA. Seve ance payments may be withheld if the employee s indebted to

the County or in possession of County equipment or property. In the event sevaance
compensation is due an employee as the result of death prior to separation, the employA A 8 O
spouseor estateshall receve the sevarancecompensation on the employA A Igekalf.

Sevaancepay will be paid out to permanentemployeeswho leave the County in good standing
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under the following conditions: exempt empbyees must give a four (4) week notice; all other
employeesmust give atwo (2) week notice; no vacation time may be taken during the notice
period unless approved prior to notice of resignation or, if due to an emergency situation,
approved by the County Administrator. Thetermination date shallbe the last daythe employee
worked for the County.

Exempt employeesare expectedto provide a four (4) week notice of their intent to resign,
exdusive of time off prior to the intended resignation date. All other employees are expected
to provide a two (2) week notice, exdusive of any time off prior to the intended resignation
date. The supervisor or department head may determine that it is in the best interest of the
County to allow ashorter notice period.

An employee who does not submit a resignation in compliance with the provisions of these
Policies may be considered as having not resigned in good standing. An employee who does
not resign in good standing shall: 1) be deprived of the opportunity to be considered for
reinstatement; 2) have the fact recarded in the employA A Be€xd; and 3) forfeit available
vacation, sick leave, anglears of service pay as referenced in Section T of this policy and union
contracts, if applicable.

Payment for vacationand/or severancemay be withheld if the employeeisin anywayindebted
to the County or in possessionof County equipment or property.

These provisions do not apply to elected officials. For severance pay related to elected officials,
refer to the Parity Plan for Elected Officials in Section U of this policy.
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Exempt (Salary) Employees: For employeesleaving employment who meet the ageand
service requirements necessaryto be eligible for early or full PERA (Public Employees
Retirement Association) retirement benefits, severanceshall be deposited to the employA A §
Health Care SavingsPlan through the Minnesota StateRetirement System. Employeesleaving
employment who do not meetthe ageand servicerequirementsnecessary to be eligible for
early or full PERA(Public EmployeesRetirement Association)retire ment benefits shall have
their severancepaid with their last pay ched.

Most Recent | Conti nuous Years | LeaveType % of Each Leave Type Included in
Hire Date of Service the Compu tation of Severance
1/1/13o0r 10 or moreyea's Vacation 100%
later SickLeave 50%
Lessthan 10 years | Vacation 100%
SickLeave 0%
Prior to 10 or moreyears Vacation 100%
1/1/13 SickLeave 50%
Yeas of 1dA U 6 Ofor BakHyear of
Sewice continuousservice
3or moreyears Vacation 100%
SickLeave 25%
<3yeas Vacation 100%
SickLeave 0%

Non-Exempt (Hourly) Employe es: Sevaanceshall be paid in cash

Most Recent | Conti nuous Years | Leave Type % of Each Leave Type Included in
Hire Date of Service the Computation of Severance
1/1/13or 10 or moreyeas Vacation 100%
later SickLeave 50%
Comp Time 100%
Lessthan 10 years | Vacation 100%
SickLeave 0%
Comp Time 100%
Prior to 10 or moreyeas Vacation 100%
1/1/13 SickLeave 50%
Comp Time 100%
Yeas of 1dA U 6 Ofor Pakhyear of
Sewice continuousservice
3ormoreyears Vacation 100%
SickLeave 25%
Comp Time 100%
<3yeas Vacation 100%
SickLeave 0%
Comp Time 100%
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U. Parity Plan for Elected Officials

Definitions:
Elected department headsCounty Sheriffand County Attorney

Electedofficials: County Sheriff, County Attorney and County Commissioners

HCSPMinnesota State Retirement System Health Care Savings Plan

Years of Servicel?2 months/365 days of continuous service to Mille Lacs County beginning on
Jawuary 1 and ending on December 31 with all dates occurring within the same calendar year.

Section 1

As of December 31, 2018, the county will contribute a orgme lump sum payment equal to,

but not exceeding, $1,000 per year for every year of service as an elected official performed by
OEA OAAEDEAT O Oi TdbE &igiblzAoAda@nent tdérdhd Sdctibil, heaelected
official must have held office for the entire year of service beginning on January 1, 20The
years of service referenced in this Section include 2018 and any other years where the
recipient held office as an elected offial during a year of service occurring prior to January 1,
2018. Except where amounts paid in this Section are referenced in Section 2, the obligations of
the County to make any payment under this Section shall expire December 31, 2018, or upon
the paymentsdescribed in this Section being made by the County, whichever occurs first.

Section 2

Beginning January 1, 2019, at the end of each year of service not compensated for in Section 1,

the County will contribute an amount of, and not exceeding, $1,000 pgfAAO OT OEA OAA]
HCSP where the elected official held office for the completed year of service for which the

$1,000 is received.The aggregate payments made by the county under this Section of this

policy shall not exceed $10,000 and will not berprated for any period of time representing a

partial year of service.

Section 3
Regardless of the number of positions held, no individual can receive any payment in excess of
the amounts described in Section 1, if any, and the aggregate limit describi@ Section 2.

Section 4

Regardless of the whether the funds are payable under Section 1 or 2 of this policy, funds

Al 1T OOEAOOAA O1T AT Al AAOGAA 1 EEAEAEAI 60 (#30 xEII
office. The elected official must leae office in good standing to receive this benefit.

Section 5

This benefit is not guaranteed by the CountyShould this benefit be declared to be unlawful for
any reason it will not be paid in any manner by the CountyRecipient is responsible for any

and all taxes owed as a result of receiving this benefit and any such taxes may be withheld by
the County as required by any local, State or Federal rule, statute or other authority.
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V. BENEFITS

V. HOLIDAYS

The following days are considered the official holidays for the County and are to be
compensatedat straight time for regular and probationary full-time employees,provided the
employeeis on compensatedpayroll statusthe last working day preceding the holiday and the
firstworking day following the holiday:

Month Holiday Recognized Holiday
Jaruary New Yea's Day Januaryl
Martin Luther King Day Third Monday in January
February President's Day Third Monday in February
May Memorial Day LastMonday in May
dly IndependenceDay July4
Septenber Labor Day First Monday in September
November Veteran's Day November11l
Thanksgiving Day 4th Thursdayin November
Friday after Thanksgiving Friday after Thanksgiving
December *1/2 day ChristmasEve December24
(only if Monz Thurs)
ChristmasDay December25

Holidays that fall on Surday will be observed the following Monday, and holidays that fall on
Satuday will be observedthe precedingFriday, unlessanother day is designated by the Board.
Regular and probationary employees scheduled to work other than the normal workweek of
Monday through Friday shall recave the samenumber of holidays.

Designatedholidays that occur within an employee's approved and compensated leaves of
absenceor vacation shall not be charged to the employee'ssick daysor vacationtime, but shall
berecordedasaholiday.

Employees will not receive holiday pay for holidays occurring while on an unpaid leave of
absencewhile recdving donated vacation time, or while receiving temporary total disability
payments from workersécompensation.

V1 FLOATINGHOUDAYS
Regular full-time employeesare allowed two (2) floating holidays annually. Sheduling of an
employee's floating holiday(s) shdl be by mutual agreement between the employee and
supervisor. Should the number of employeesrequestingthe useof their floating holiday excesd
the number the supervisor determines necessary to effectively conduct business, the
supervisor shall grant such requestson the basis of first requestrecdved; ties shall be broken
by department seniority. Probationary employeesare not eligible for floating holiday(s).

A floating holiday cannot be carried over from one calendar year to the next and in no event
shall an employeebe compensatedfor an unusedfloating holiday.

Mille Lacs County Permel Policy Manual (Revisg/@21/2022)

Page36



V2. PART-TIME EMPLOrEES
Probationary and regular part-time employees shall recave compensation for recognized
holidays on a pro-rated basis, determined by the number of hours they are budgeted to work
per week, and paid at the time the holiday occurs. Regular part-time employeesmay request
floating holidays,which are also pro-rated basedon the number of hours they are budgeted to
work per week, in the samemanner asregular full-time employees.

W. VACATIONS

W1. VACATION ACRRUAL
All probationary and regular full-time employeesshall acaue vacationin accadancewith the
following schedule, provided that the employeeis in compensated payroll status:

VacationDays VacationHours Earned

Yeas of Completed Sewice EarnedPer Year PerPayPeriod
Start of employment z 4 years 11 3.385
Morethan 4 yearsz 9 years 13 4
Morethan 9 yearsz 14 years 17 5231
Morethan 14 years- 19 years 19 5.846
Morethan 19 years- 24 years 21 6.462
Morethan 24 years 23 7077

Probationary and regular part-time employeesshall earn vacation benefits in accadancewith

the above schedule on a pro-rated basis,basedon hours worked eachpay period, not to exceed
thefull-time equivalent. Intermitte nt,temporary, on-call,andintern employeesshall not acaue
vacation.

When continuous length of service reaches a point entitling the employee to the next higher
rate, the new rate will commence on the first day of the pay period following the date of
eligibility.

Vacationleaveshall not accumulate in excessof two hundred forty (240) hours.

W2. UseOF VACATION
Regular full-time and part-time employeesmay usetheir aca ued vacation subjectto the needs
and service obligations of the Employer. An employee must receave prior approval from their
department head or designee prior to using vacation. Employees may also use vacation for
missedtime due to inclementweather,if proper notice is givento the immediate supervisor or
department head.

In the event of two or more overlapping vacation requests that cannot be granted
simultaneously, seniority of the requesting employee will govern to the greatest extent pos-
sible, if submitted prior to April 1 of eachyear. Thereafter, requestsfor overlapping vacation
datesshallbe granted on afirst arrival basis.
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W3. VAcATION DONATION PoLcy
Regular full-time and part-time employees are permitted to (1) donate available earned
vacation time up to 40 hours per year to employeesapproved as a recipient; or (2) request
approval to use donated time up to 480 hours per year as sick leave for a serious medical
hardship or catastrophic illness, asdefined in this policy. For purposesof this policy, the year
is defined as a twelve-month period measued forward from the initial date of donation or
recept.

Useof donated days may be approved whenthere is evidence of needfor additional paid leave
time. Consideration is given when an employeeis on an FMLA-qualifying leave of absencefor a
personal serious medical condition or the serious medical condition of afamily member.

Use of donated days is to follow applicable personnel policy or CBA language regarding sick
leave usageasappropriate to the circumstance.

Eligibility

Tobe approvedto usedonatedvacationdays,employeesmust have exhaustedall forms of paid
leave, and have passedtheir initial probationary period. Also, employeescannot: (1) be on a
disciplinary suspensim, (2) be receiving or have applied to receve workersGcompensation
benefits, (3) be coveredby an employA A & O shért&dtr or long term disability policy for the
illness or injury, or (4) have previously abusedany paid leave. The County resavesthe right
to determine eligibility for vacationdonation on a case-by-casebasis.

Procedure

An employee requesting leave donations should obtain a Requestfor Donated Vacation
Solicitation Form and a Disclosure and Release of Information Authorization Form from the
Administrati ve Sewices Office, complete both forms, and submit them to the Administrati ve
Sewices Office for approval. The request form shall provide the reason for the work absene,
the expected duration of the absene, and approval to solicit donations on the employA A
behalf. A signed authorization to releaseprivate data must be included with the form stating
the specific information, if any, that may be provided to other employeesin order to solicit
donations. The Administrative Sewices Office will determine if the request shall be approved.
An employee wishing to donate vacation time should complete a Donated Vacation Leave
Authorization Form andreturn it to the Administrative Sewices Office. The donated leave will
be transferred at the donord @ay rate andused at the O A A E Bayr&tedlda@onor wishes to
remain anonymous, he/she may so indicate on the donation authorization form. Any leave
donations becomethe property of the recipient and are not refundableto the donor. This policy
doesnot limit or extend the time available under the Family and Medical Leave Act.

Qu

Employees will not receive holiday pay for holidays occurring while on an unpaid leave of
absenceor while recdaving and using donatedvacation time.
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X. SCKLEAVE
Probationary and regular full-time employeesshall be eligible for and aca ue sick leave at the
rate of one (1) dayfor eachfull month of service. Probationary andregular part-time employees
shall aca ue sick leave prorated basedon hours worked eachpay period, not to exceedthe full-
time equivalent. Intermittent, temporary, on-call, and intern employeesshall not acaue sick
leave.

Sickleave may be usedunder the following circumstances:

a. Absence necessitted by the inability to perform the duties of the position by
reason ofillnessor injury.

b. Absencefor maintenance health care, restricted to the time assciated with the
appointment andreasnabletraveltime.

c. Absencedue to contagious disease,which would endanger the health of other
employeesor membersof the public.

d. Absencedue to illness in the employA A 8 Oedigté fhmily. Ommediate family,6
for the purpose of this section, shall be defined as spouse, children, grandparent,
grandchild, sbling; or parent of the employeeor spouse.

e. Useofuptothreedays(24 hours) of sick leave shallbe authorizedin casesof death
of a spause, child, brother, sister, daughter-in-law, son-in-law, step-parent, step-
child, parent, grandparent, or grandchild of either the employee or the
employA A @e@al spouse. Use of additional sick leave for this purpose shall be
subjectto approval from the department heador designee.

f. Absencedueto anapproved Family Medical Leave.

g. Absencefor the purpose of providing or receaving assistancebecauseof sexual
assault,domestic abuseor stalking of the employee or immediate family member
(adult child, spause, sibling, parent, mother-in-law, father-in-law, grandchild,
grandparent, or stepparent).

Tobeeligible for useof sick leave,an employee must notify his/her designated supervisor prior
to the starting time of the scheduled shift. This notice may be waived if the supervisor
determines that the employee could not reasonably be expected to comply with this
requirement becauseof circumstancesbeyond the control of the employee. Sick leave usage
shall be subjectto approval and verification by asupervisor who mayrequire the employeeto
furnish areport from arecognized medical authority attestingto the necessty of the leave,and
other information the supervisor deemsnecessay.

An employeewho improperly claims sick leave shall be subjectto disciplinary action, including
lossof compensationand/or dismissal.

X1 MAXMUM ACQMULATION OF SCK LEAVE:
For employeeshired on or after January 1, 2013: Employees shall not acaue more than five
hundredtwenty (520) hours of sick time.
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For employeeshired before January 1, 2013: Employees who have a sick leave acaumulation in
excessof eight hundred (800) hours asof the end of the last paid pay period in Decembershall
have one-half (1/ 2) of the hours acaumulated in excessof eight hundred (800) hours added to
the their vacationacaual, and the other one-half (1/ 2) shall be paid to non-exemptemployees
at the employee'sregular baserate of pay as of the last pay period paid in Decembe; exempt
employeesshall have the cashequivalent contributed to their Health Care SavingsPlan. The
conversion to vacation, the cash payment, and the contribution to HC3 0 &iD be made in
Januaryof the following year.

Y. LEAVESOFABSENCE

Y1 ADMINISTRATIVE LEAVE

An employee may be placed on an administrati ve leave pending the outcome of an
internal or external investigation. The leave may be paid or unpaid, depending on the
circumstances asdetermined by the Caunty Administrator.

Y2  MILITARY LEAVE

1. Training - In acoordance with state and federal laws, employees required by official
military ordersor relatedauthority to attend Military Reseve Training shallreceave full
pay at base wagerate for the period of active duty required for such trainin g, not to
exceedfifteen (15) consecutivedays per year. Military leaves in excess of fifteen (15)
daysin acalendar year will be provided without pay.

2. ExtendedLeave - In accordancewith state and federal laws,employees shall be entitled
to a military leave of absence,without pay, for up to four (4) years of service in the
armed forces of the United States. Reinstatement to a comparable position shall be
madewhenrequesedby aneligible employeewithin ninety (90) daysof discharge from
active duty. In acoordance with M.S.192.261, Suld. 2, employees shall continue to
accrue vacation and sick leave from the time he/she enters active military service until
the date of reinstatement.

Y3, PouTicAL PARTY LEAVE
In accadancewith M.S.202A.135 and 202A.19, upon 10 days written notice, employeesmay
be absent from work to attend any meeting of the state central committee or executive
committee of a major political party if the employee is a member of the committee; or attend
any convention of major political party delegates (including meetings of official convention
committees) if the employeeis a delegate or alternate delegate to that convention; or to attend
amajor political party cauas.

Y4. LeGSLATIVE/ ELECTED OFFICE
In acoordancewith M.S.3.088, an appointed officer or employee of the County, who servesasa
legislator or asa full-time city or county officer in Minnesota, is entitled to a leave of abserce
without pay when on the business of the office with the right to reinstatement. (Note:
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employeesin positionswholly funded by federal funds are prohibited from running for partisan
office,in accadancewith the HatchAct (5 U.S.C. 8§ 1501 et. seq.)

Reinstatement must be to the actual position or one of like seniority, status and pay if it is
available,at the samesalary that would have beenrecdvedif the leave had not beentaken upon
the following conditions: 1) The position hasnot beenabolishedor that its term, if limite d, has
not expired; 2) The legislator makesa written application for reinstatementto the appointing
authority within 30 days after the last legislative day in a calendar year or, in the caseof an
electedcity or county official, within 30 daysafter the expiration of the electedterm;and 3) The
requestfor reinstatement is made not later than 10 years after granting the leave.

Y5,  VOTINGLEAVE
In accadancewith M.S204C04, employeeseligible to vote in any statewide general or primary
election, or in any election to fill avacancyin a county or state office, will be granted the right
to be absent from work for the time necessaryto appear at the employA A pofling place and
casta ballot during the Election Day. Prior arrangementsshall be made with their department
head.

Y6. EMPLOrEESELECTED TOPUBLIC OFFICE
An employee who is an elected official of a city, township, or school board may take time off
work to attend scheduled meetingsthat he/she isrequiredto attend by reasonof his/her public
office. This time may be taken with out pay, with use of accrued vacaion time in accadance
with the Vacation section, or by flexing his/h er hours; the way in which this time off will be
handled shall beagreed on by the employee and the supervisor. The supervisor may, at his or
her discretion, requestdocumented proof of the meeting.

Y7. COWRT APPEARANCES
Employeescalled for jury duty on daysthey are scheduled to work shall recdave their normal
compensationfor those days. Copiesof any payments, per diem, or fees, except expenses,shall
be submitted to the Auditor-Treasurer® Office, sothat wagescanbe adjustedaccadingly. If an
employee is exaused from court duty prior to the end of the work shift, the employee shal
return to work as directed by the County or make arrangements for a leave, with or with out

pay.

Employeessubpoenaed as a witnessin an official capacity or for County related businesswill
receve their normal canpensation, lessany feesexdusive of expenses, unlessthe action is in-
stituted by the employee.

Any other absenceto testify in liti gation, not in the status of an employee, shall not qualify for
any compensation and the employee shall arrange for a leave, with or without pay. Any party
to a lawvsuit, not comected to County duties, shall not qualify for compensation and the
employeeshall arr ange for aleave,with or without pay.
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Y8, BONEMARROW DONATION LEAVE
In accadance with M.S.181.945, part-time and full-time employeeswho seekto undergo a
medical procedure to donate bone marr ow shall be granted paid leave, in an amount not to
exceed forty (40) working hours per donation, based on the employee's assigned work
schedule.

Suweh leave shall be subject to the employee's submission of corirmation by a physician of the
needfor the leave and length of eachabsencerequested. Such leave shallnot be charged against
the employee's acaued sick leave, vacation, or compensatay time; however, sick leave,
vacation, and/or compensatay time may, at the employee's election, be usedto supplement
such leave for situations in which the leaveextends beyond forty (40) hours.

If there is a subseguent medical determination that the employee does not qualify asa bone
marr ow donor, any of the forty (40) hours of paid leave used by the employee prior to that
medical determination shall not be eligible for recovery by the County.

Y9. ORGAN DONATION LEAVE
In accadancewith M.S 181.9456, part-time and full-time employees who seekto undergo a
medical procedure to donate an organ or partial organ to another person shall be granted paid
leave, in an amount not to exceedforty (40) working hours per donation, based onthe
employee'sassignedwork schedule.

Sweh leave shall be subject to the employee's submission of corfirmation by a physician of the
needfor the leave and length of eachabsencerequested. Such leave shallnot be charged against
the employee's acaued sick leave, vacation, or compensatay time; however, sick leave,
vacation, and/or compensatay time may, at the employee's election, be usedto supplement
such leave for situations in which the leaveextends beyond forty (40) hours.

If there is a subsequent medical determination that the employee doesnot qualify asan organ
donor, any of the forty (40) hours of paid leave used by the employee prior to that medical
determination shall not be eligible for recovery by the Caunty.

Y10. ELECTION JUDGE LEAVE
In accadancewith M.S.204B.195, Suldl. 2, employeeswho are selectedto serve asan election
judge will be granted paid leave for such duty; however, any compensation earned as an
election judge must be signedover to the County.

The employee must give his/her supervisor at leasttwenty (20) days advancewritten notice,
indicating: (a) the day(s) and hours during which he/she will serve as an election judge; and
(b) the hourly compensation he/she will recave as an election judge. The 20-day advance
notice requirement canbe waived subjectto supervisor approval.

Y11l FAMILY AND MEDICAL LEAVE OF ABSENCE
In accadancewith the Family and Medical Leave Act (hereafter referredto asFMLA), Mille Lacs
County will grant job-protected FMLA leave,for up to atotal of twelve (12) weeksduring a 12-
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month period measu ed forward from the date an employA A fir DFMLAleave begins(or up to
twenty-six (26) weeks of military caregver leave in a single 12-month period to care for a
covered service member with a serious injury or illness), as provided by law, to eligible
employeesfor any of the following reasors:

1) The birth of a child or to care for a newborn child, or the placement of a child with the
employeefor adoption or foster care (leave for this reasonmust be takenwithin the twelve (12)
month period following the child's birth or placementwith the employee);or

2) To care for an immediate family member (spouse,child, or parent) of the employee,if such
immediate family member hasa serious health condition; or

3) The employee's own serious health conditi on that makes the employee unable to perform
the functions of his/her position; or

4) To care for an eligible service member with a serious injury or illness, under the following
circumstances:

(a) The employee must be the spouse, cild, parent, ornext of kin of the eligible service
member; and

(b) The eligible service member must have an injury or illness incurred in the line of
duty or active duty that may render the service member malically unfit to perform the
duties of his/her office; or

5) The qualifying exigency of the employA A énidl, spouse or parent who is on active duty or
calledto active duty status, under the following circumstances:

(a) The service member must be a member of the National Guad, Reserve, or aretired
member of the regular armed forces or reserve (there is no leave entitlement for
employeeswith family membersin the regular Armed Forces); and

(b) The qualifying exigency is one of the following: short notice deployment, military
events,childcare and school activities, financial andlegal arrangements,counseling,rest
andrecuperation, post-deployment activities, and related exigencies.

This policy is intended to be a general summary of the FMLA. Eachsituation will be evalated
on acaseby-casebasisin accadancewith the applicable statutes andregulations.

Coverage and Eligibility
To be eligible for FMLAleave,an employee must meetall of the following conditions:

FHave worked for the County for at least twelve (12) months or fifty-two (52) weeks. The
twelve (12) months or fifty -two (52) weeks need not have beenconseative. Searate periods
of employment will be counted, provided that the breakin service doesnot exceedseven(7)
years. Separate periods of employment will be counted if the breakin service exceals seven
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(7) yearsdueto National Guad or Resevemilitary serviceobligations. Foreligibility purposes,
anemployeewill be consideredto have beenemployedfor an entire weekevenif the employee
wason the payroll for only part of aweekor if the employeeis on leave during the week.

FHaveworked and been compensatedfor at least 1,250 hours during the twelve (12) month
period immediately preceding the commencement of the leave. The principles established
under the Fair Labor Sandards Act (FLSA) determine the number of hours worked by an
employee. The FLSAdoes not include time spent on paid or unpaid leave as hours worked.
Consequently, thesehoursof leave will not be counted in determining the 1,250 hours eligibility
test.

Useof Paid and Unpaid Leave

FAn employeewho s taking FMLAIleave must useall acauedsick leave (asallowed by policies),
compensatay time, andvacationprior to being eligible for unpaid leave; however, an employee

may retain up to forty (40) hours of vacationtime. Employees eligible for shortterm disability

AT ATT O 71 OEAOOG #1101 PAT OAOETT 1T AU AA AgAi PO £C
supplement with accrued benefits; accruals will be prorated based on the amount of
supplemental benefits used.

FRegadlessof the combination of paid and unpaid time, the total combination thereof may not
exceed twele (12) weeks (or twenty-six (26) weeks for military caregiver leave) per forward
rolling 12-month period.

Oncean employee goesinto unpaid status or begins using donated vacation leave, sick leave
and vacation shall cease to acaue, and holidays shall not be paid for the duration of the leave
of absence.

Full-time employeeswho, while working, ceaseto be in paid status for any portion of a pay
period shallacaue vacation andsicktime on apro-ratedbasisuntil such time whentheyreturn
to beingin fully paid status, exdusive of donatedvacationtime.

Interm itte nt Leave or Reduced Work Schedule

An employeemaytake leave intermitte ntly (a few daysor afew hoursat atime) or onareduced
work schedule to care for an immediate family member with a serious health condition or
because ofa saious health condition of the employeewhen Gnedically necessay8 6

ZO - dically necessaydmeansthat there must be amedical needfor the leave andthat the leave
canbestbe acaomplishedthrough aninter mittent or reduced work schedule.

EThe employee may be required to transfer temporarily to a position with equivalent pay and
benefits that better accommodatesrecurring periods of leave whenthe leave is planned based
on scheduled medical treatment.

E An employee may take leave intermittently or on a reduced work schedule due to birth or
placement of a bild for adoption or foster care onlywith the CoO1 Oddidsént.
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Notice Requir ement

An employeeis required to give thirty (30) dayOriotice in the eventof aforeseeableMLA leave.
When possible, an FMLA Employee RequestForm should be completed by the employee and

returned to the Administrative Sewices Office thirty (30) days prior to the date the leave is
expectedto begin. In unexpectedor unforeseeablesituations, an employee should provide as
much notice asis practicable,usually verbal notice within one (1) or two (2) businessdays of
whenthe needfor leave becomesknown. Verbal notice must be followed by a completed FMLA
Employee Request Form within ten (10) days.The employer shall notify the employee of his or
her FMLAeligibility within five (5) businessdaysof the employA A @eddest,absent extenuaing
circumstances.

Medical Certification

 For leaves taken because of the employA A 6r @nmediate family memberd €erious health
condition, the employee must submit a completed Certification of Health Care Provider form
andreturn the Certific ation to the Administrat ive SewicesOffice. Medical certification must be
provided by the employeewithin fifteen (15) calendar daysafter it is requested, unlessit is not
practicable under the particular circumstancesto do so despite the employA A @ili@ent, good
faith efforts.

EThe County may require a secondor third opinion (at its own expense),periodic reports on
the employA A gtafus,and afithess-for-duty report prior to return to work.

All documentation related to the employA A &r@amily memberd @edical condition will be
maintained in a separate medical recordsfile in the Administrative Se vices Office and treated
asprivate medical information.

Effects on Insurance Benefits

ZAn employee granted leave under this policy will continue to be covered under the CoOT O U6 O

insurancebenefit plansthat he/she is enrolledin, under the sameconditions ascoverage would
have beenprovided if the employeehad beencontinuously employed.

F Employee premium contributions will be required through payroll deduction (if on paid
status), by direct payment to the Administrative Sewices Office, or other method, subject to
approval of the Administrati ve Sewices Office. Employee contribution amounts are subjectto
any change in rates that occurs while the employeeis on leave.

ZIf anemployA A é@Wribution is morethan thirty (30) dayslate, the County may terminate the
employA AiésGrancecoverage. Notice will be mailed to the employeeat leastfifteen (15) days
before the coverageis to cease.

If the employee fails to return from FMLA leave for reasonsother than the continuation of a
serious health condition of the employeeor a covered family member, or circumstancesbeyond
the employA A Go@trol (both of which would require that certification be submitted within
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thirty (30) daysof failure to return), the County shall seekreimbursementfrom the employee
for the premiums paid bythe Cainty on the employA A 8 O durkng tAd ledve perial.
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JobSecurity

E Onreturn from FMLA leave, the employee will normally be reinstated to his/her former
position or an equivalent position with equivalent pay, benefits, status,and authority.

ZThe employA A @sioration rights are the same as they would have been had the employee
not been on leave. If the employA A poSition would have been eliminated, or the employee
would have been terminated but for the leave, the employee would not have the right to be
reinstatedupon return from leave.

If the employeeon leave is a salaried employee andis among the highest paid ten (10) percent
of the County's employees, and restoring employment of the employee would result in
substantial economicinjury to the County, the employee may be deniedrestoration.

If an employee on leave decidesto not return to work at the end of said leave, the employee
must notify the Caunty assoonaspossible.

Y12 MINNESOTA PARENTINGLEAVE

Minnesda law (M.S 181.940-.944) providesemployees theopportunity to request and obtain
up to twelve (12) weeks unpaid leave for childbirth or adoption with out having to exhaust paid
sick leave or vacation. To be eligible for Minnesota Parenting Leave, an employee must have
beenemployed by theCounty in a half-time position (at least forty (40) hours per pay period)
for at least twelve (12) consecutve months immediately precedingthe requestfor leave. The
employee may determine when the twelve (12) weeks is to begin, provided it is not more than
six (6) weeks after the date of birth or adoption (or after the child leavesthe hospital if the child
remainedhospitalized after the mother wasdischarged). If this type of leave is requested, and
if the employee is FMLA-eligible, the time off from work is deemed FMLA leave and will be
recardedassuch.

Y13 ScHoa CONFERENCE AND ACTIVITIESLEAVE

In accadancewith M.S.181.9412, an employee may use up to a total of sixteen (16) hours
without pay during any 12-month period to attend school conferences or school-related
activities for an employee's tild, provided the conferencesor school-related activities cannot
be scheduled during non-work hours. Whenever possible,the employee must requestapproval
from their department head at least seventy-two (72) hours in advance of the leave. An
employee may substitute any aca ued paid vacation leave or other appropriate paid leave for
any part of the leaveunder this section.

Y14, WORKEROCOMFENSATION
Absences from work that are covered by workersd compensation are considered FMLA
absencesf the medical condition meetsthe definition of Gerious health condition ,6and will be
recardedassuch.

In accadancewith M.S.176.021, Suld. 5, employeesmay supplement workersécompensation
disability payments with acaued benefits. This supplement shall not resultin the payment of
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a combined total weekly rate of compensation that exceels the average weekly wage of the
employeeat the time of the injury.

Y15 PER®NAL LEAVE OF ABSENCE
Upon exhaustion of acaued paid time, asallowed by policy, an employee may submit arequest
for an unpaid personal leave of absence of up to three (3) months from the County
Administrator. Such anunpaid leave may be a COBRA-qualifying event.

Z. INSURANCEBENEFEITS

Insurancebenefits will be provided for probationary and regular full-time employeeseffective
on the first of the month following their start of full-time employment. If a regular part-time
employee is temporarily assgned full-time hours for a period of time that exceals, or is
expectedto excedl, six (6) months, the employee will be provided insurance benefitseffective
on the first of the month following their assignment to full-time hours. The County will review
its contributions on an annual basis.

Employees who have separated from County service may continue group health benefits
accading to Federal and Minnesotalaw.

Z1. MEDICAL INSURANCE
The County shall establish a medical insuranceprogram subjectto the limitation s, benefits, and
conditions establishedbetweenthe Employer and aninsurancecarrier.

For eachinsurance-eligible employeewho selects medical coverage, the County will contribute
an amount set annually by the County Board. Any additional costsfor such coverageshall be
paid by the employeethrough payroll deduction.

For insurance-eligible County employeeswho are legally married to each other and desire
family coverage, the County will contribute the cost of the lowest priced single medical
insurancepremium to the employeewho is paying the family coverage premium, if the spouse
enrolls in the familyd flan and waives his/h er single coverage. The family premium will be
paid by the department of the employee who signsup for the family coverage; the cost of the
lowest priced single medical insurance premium shall be charged to the department of the
employeewho waiveshis/her single coverage.

Z2. DENTAL INSURANCE
The Employer shall establish a dental insurance program subject to the limitation s, benefits,
and conditions established betweenthe Employer and aninsurancecarrier.

For each insurance-eligible employee who selects dental coverage, the Employer will
contrib ute anamount setannually by the County Board. Any additional costsfor such coverage
shall be paid by the employeethrough payroll deduction.
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Z3. LIFEINSURANCE
The Employer shall provide a $15,000 term life insurancepolicy, andpay in full the costof the
monthly premium, for insurance-eligible employees. Employees enrolled in the plan may
purchase, through payroll deduction, additional term life insurance to supplement the
insurancecoverage provided by the Caunty.

Z4. FLEXIBLE SPENDINGAC®WNT
Employees may enroll for participation in pre-tax reimbursementof dependent day care
expensesand health care expenses. Tiesepremiums are paid through payroll deduction, and
the County doesnot contribute towards theseaccaunts.

Z5.  OTHER INSURANCE PROGRAMS
Other insurancesmay be offered by the County, as available, including long term care, short
term disability, etc. The County doesnot contribute towardsthe premiumsfor theseprograms.

Z6. RETIREE MEDICAL
In accadancewith M.S471.61, a County employeewho retires before the ageof sixty-five (65)
has the option of continuing with the County's group health policy at his/her own expense
under the conditions outlined below:

1. Theretiree must meetthe ageand service requirementsnecessaryfor eligibility for an
annuity under PERApr bereceiving adisability benefit from PERA,;

2. The retiree may recave dependent coverage only if the retiree received dependent
coverage immediately before leavingemployment;

3. Theretireemay initially electdependent coverageasstipulated immediately above and
later drop dependent coverage while retaining individual coverage. Theretiree may not
drop individual coverage and retain dependent coverage except for certain
circumstanceswhich may apply if the retireebecomeseligible for Medicare prior to the
dependent(s)' eligibili ty for Medicare;

4. The retiree and his/ her dependents will be pooled in the same group as active
employees for purposes of establishing premiums and coverage, until the retiree
reacesthe ageof sixty-five (65).

A retiree who attains the age of sixty-five (65) hasthe option of continuing with the County's
group health policy at his/her own expenseunder the conditions outlined below:

1. Theretiree must meetthe ageand service requirementsnecesary for eligibility for an
annuity under PERApr bereceiving adisability benefit from PERA,

2. The retiree may recave dependent coverage only if the retiree received dependent
coverage immediately before leavingemployment;
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3. Theretireemay initially electdependent coverageasstipulated immediately above and
later drop dependent coverage while retaining individual coverage. The retiree may
drop individual coverage and retain dependent coverage for up to 36 months if the
retiree becomeseligible for Medicare prior to the dependent(s)' eligibility for Medicare;

4. The retiree and his/h er dependent(s) may be pooled in a separate group from active
employeesfor purposesof establishingpremiums and coverage.

AA. EMPLOYEETRAININGAND DEVELOPMENT

AALl OvVERVIEW
The County shall conduct programsor ensure that learning opportunities are availableto meet
the mandatory training and development needs of County employees; offer learning
opportunities to support County objectives; and encourage employee participation in formal
educational pursuits that enhancejob performancefor increasedresponsibility.

AAZ2 IN-SERVICE TRAINING
The Pesonnel Director shall be responsible for assessmentof developmental needs and
programrecommendations to the County Administrator and for assistancein the development
and implementation of training for specific needs of a department. Whenever possible,
programs will be coordinated between departments or other organizations to maximize
training staff andfacilities.

AA3 CONFEREBICES, WORKSHOPS & SEMINARS
Attendance at job-related conferences, workshops or seminars must receve approval of the
department head. Thecriteria to be usedin sdecting outside training is asfollows:

1. Topicisrelevantto the employee'sjob.

2. Training is required for employee to maintain state-mandated professional license
neededfor position.

3. TheemployA A @téndanceprovidesadirect benefit to the County either by keepingthe
employee abreastof current developmentsin their professionalfield, expanding their
knowledge to meet operational goals, or assisting the division in meeting County
objectives.

4. All out-of-state training requires County Board approval, in addition to meeting the
abovecriteria.

BB. UNFORMALLOWANCE

Full-time non-union licensedpeaceofficers shall recave the sameannual taxable cashuniform
allowanceasunion licensedpeaceofficersrecave by CBA. Part-time non-union licensedpeace
officers shall recave the sameannual taxable cash uniform allowanceasunion licensed peace
officersrecdve by contract,but on apro-ratedbasis.
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Mille Lacs County will pay up to $250.00 each calendar year towards safety shoesoElasek bootsthat

cover the ankle) and necessary apparel for staff whose duties require them to spend a significant amount of
time on active construction sites or other adverse conditions in which personal protective equipment (PPE)
would normally be required. The Adnistrative Services Office will maintain a list of positions that require such
PPE. This amount will be paid upon presentation of receipt. Employees who separate from employment during
the probationary period shall reimburse the County for the cost ofapgarel in full.

CC EMPLOYEERECOGNTION

The County believes that a program to recognize County employees who make significant
contributions and demonstrate their commitm ent during the performanceof their duties resut
in higher morale and productivity among all employeesand permits the County to fulfill its
statutory responsibilitiesin an efficient and cost-effective manner, thereby serving a public
purpose.

CC1 LENG™ OF SERVICE

To recognize the contribution of employeeswho have completed five (5) or more years of
continuous service with the County, the County Board will provide nominal awards which may
include, but are not limited to, such itemsas certificates, pins, mugs, shirts, caps, merchandise
coupons, and engraved name plates for placement on the Years of Sewice plagues in the
Historic Courthouse rotunda. Taxes associatedwith recaognition awards will be paid by the
County unless prohibited by federal or state laws, rules, or regulations. Awards are given to
employees who have completed five (5) calendar years of service and subseguent five (5)
calendar yearintervalsof service at the annual EmployeeRecanition Awards ceremony. Meals
for employeesbeing recognized at the ceremony will be paid for by the County as part of the
employA A @coagniti on award.

CC2 ExiT FROM COWNTY SERVICE

Employees who leave County employment after significant lengths of service and in good
standing will be eligible to receive a bkenreminder of the Caintyd O réciatidn oftheir work
andservice. Thefollowing will be presented by the County Administrator or designee:10 years
- County Mugand Certificate of Appreciation fromthe County Board; 15 years- County Mugand
framed Certificate of Appreciation from the County Board; 25 years or more - County Mug and
80x 100Plaque,ORCounty Mug, framed Certifi cate of Appreciation,and personalized Mille Lacs
County promotional item. In addition, for employeeswith ten (10) or more years of service,the
County will pay up to $40 towards the cost of a cakefor farewell or retirement parties hosted
by the department.

CC3 OUTSTANDING SERVICE AWARD PROGRAM
The purpose of the Outstanding Service Award program is to recognize, on a quarterly basis,
those employees who provide outstanding service and contributions to the County and its
citizens.

County employees camecognizetheirco-x T OEAOOJ8 A A Adt dnptimé diing thd yénd
by completing a form and submitting it to the Administrative Services Office. Forms must be
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completed in their entirety in order to be accepted.When recognizing an employee for the
Outstanding Service Award, the nominator shdd consider the following criteria:

T
)l

E R

Sustained excellent job performance

Contributions to the County resulting in, for example, more efficiency, better service, cost
savings, or successful crisis management;

Length of service (must be at least one year gualify for this program);

Significant contributions to a major project or operations;

Special service to the department or County; and

Any other performance criteria deemed exceptional.

Each employee who has been recommended for recognition will be homal at the first Board
meeting of the month following the end of the quarter. Each "Outstanding Service Award"
recipient will receive a framed certificate and gift from the County. An article featuring a
summary of each of the honorees will be included ithe following employee newsletter.

DD.

EXPENSEREIMBURSEMENT, TRAVEL, AND COUNTY VEHICLES

This policy hasbeenestablishedto define the guidelinesassetby the County Board in the areas
of expensereimbursement, transportation, and travel. This policy is set by the County Board
andinterpreted by the County Administrator. Unique circumstancesthat arise will be decided
upon by the County Administrator and those decisons will be final. This policy conforms to
M.S.471.38,471.96(1) and 471.97 governing expensesincurr ed by employeesin the conduct
of County business.It also conforms to M.S.471.661 governing out-of-state travel for elected
officials. It is designed to provide the basis for determining whether there is authority for
County experditure,the expenditure servesa public purpose,andthe expenditureis necessary
and directly related to the betterment of the County. This policy applies to all GCounty
employees. In the event that this policy conflicts with a current collective bargaining
agreement, the latter prevails. Should there be any conflict between this policy and state or
federal law, the latter prevails.

DD1 REIMBURSEENT OF QLAIMS

A. Wheneverpossible,employeesare to make travel and accanmodation arrangementsin

advanceand requestthat the County be billed. All authorized travel expenseswhich are
not billed directly to the County are paid by the employee, subject to reimbursement
upon submittal of an approved claimform. Personal expensescharged to a hotel room
shall be paid by the employee prior to chedkout. If hotel rules prohibit such payment,
then the employeemust reimbursethe County for those charges.

All claims for reimbursement must be submitted by employees within 90 days of
incurring the expense, except end of the year claims. daims for reimbursement
submitted after the 90-day limit will not be paid.

No expensesshall be considered for payment if they are turned in to the Auditor-
Treasuer's Office later than Felbruary 15t of the year following the year in which they
wereincurr ed.

The employee shall submit an Employee Expense Reimbursement Form and itemized
recepts to verify expenses.ltemized recepts are required for all expenses,unless
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otherwise noted.

. The employA A defartment head/other designee shall approve and sign all Employee
Expense Reimbursement Forms before they are submitted to the appropriate
accaunting department for payment. The Administrati ve Sewices Office will review all
claims. Travel related claims are added to an employA A gag@hed; all other claims are
paid by warr ant.

. Reimbursementsfor department heads shall be submitted to the County Administrator
for approval and signature.

. Qaims are considered and approved monthly by the County Administrator. Failure to
submit reimbursement forms by the 15t of the month will resut in a delay in
reimbursement. Only emergency expenseswill be approved outside of the regular
claimscycle.

DD2 TRAVEL REQUESTS AND APPROVAL
. The County Board of Commissioners shall approve travel costs through the annual
budget process:

a. An itemized list of known or anticipated conferences and trainin gs shall be
submitted to the County Administrator during the annual budget processfor
inclusion and approval by the Caunty Board during the budget process.

b. Training and conferencecostsnot includedin the annual budget processmust be
presentedto the County Board for approval. This must be done by submitting an
itemized listin g, including all associatedcosts, with a consent agerda request
form for Board approval. Travel costswill not be done as add-on agenda items,
asthis doesnot constitute an emergencysituation.

. Department heads must approve all travel costs for their personnel. The department
head is responsible for determining that sufficient funds are available within their
budget to pay for expenseswhich they approve. If the total travel costsfor an employee
will exceed$750 (including travel, lodging, meals,registration, etc.), prior County Board
approval shallberequired.

. Only one employee per department should be sent to a conference, institute, or training
programwhich exceeds $200.00 per individual, unlessit canbe clearly supported by the
department headthat there are training requirements or other reasons to send more
than one. Employeesshall not berequiredto share ahotel room.

. All out-of-state travel for employees and elected ficials requires prior approval of the
County Board, with the following exceptions:County Board approval is not required for
out-of-state jail transports or criminal investigations under dir ection of the Mille Lacs
County Sheiff. All requestsfor out-of-state training needto be approved by the Caunty
Board before any expensesareincurred.

. In the event of an emergencysituation, cashadvances maybe issuedwith the approval

of the County Administrator and the County Auditor-Treasuer. Such requests are the
exceptionto normal practice,and shall be documented in detail asto the nature of the
emergency, purposeof travel,and amount needed.
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DD3 LODGINGYIEALS, AND INCIDENTALS

Employeesarereimbursedfor lodging, meals,and incidentalsat actualcog, in accadancewith
the following.

A.

n

Lodging chargesfor the night prior to the formal start of a conference,seminar,meeting,
etc., that is located more than 100 miles from the Historic Courthouse, and for those
nights when the eventis actually in sesson, will be reimbursed, if pre-approved by the
supervisor or department head.

Mealsthat are approved by the supervisor or department head shall be reimbursed at
actual expense, but not to exceed the following amounts (including tax and tip):
Breakfast - $8; Lunch- $ 10; Dinner - $15. (Dinner is reimbursableonly if immediately
followed by an overnight stay, or if travel for a meeting/conference must commence
prior to the end of the normal work day, or meetings which start during normal work
hours and conclude after 6 pm).

a. Itemized receipts are required in all instances. Expensesin excessof county
allowancesmust be borne by the employee.

b. IRS requlations require that reimbursements for meals which are not
accampanied by an overnight stay have taxes with held. Expensesfor alcoholic
beveragesare not reimbursable.

Meal expenses incurred while performing the duties of one's position are not
reimbursed unlessthe employee is outside the boundaries of Mille Lacs County when
the mealexpenseis incurred.

Sheiffd Gffice employeeswho are assigned to transport prisoner(s) are eligible for the
dinner meal reimbursement, if they are on an extended transport and are out of the
County during the time frameof 5:00 PMthrough 6:30 PM.

Mealsincludedin anyregistration or tuition feeswill be paidin full, aspart of thosefees.
Expensesfor a meal incurred during a conference, seminar, or meeting which the
employeeis requiredby the department heador County Board to attend and which runs
through the meal period, thereby making it impossible for the employeeto go elsewhere
for amealwithin areasonabletime, will be reimbursed.

. County Administrator approval is required for all meal and other related expensesin

excessof $100 for any department that wishesto host in-house or outside organization
eventsat County expense.

. Any requestsfor out-of-state travel or training must be approved by the County Board

before any expensesareincurred.

Employeesshall be reimbursedfor actual parking expenseswhile on County business.
Original recapts for such payments shall be submitted with the expensereimbursement
request.

DD4 TRAVEL GUIDELINES

In order to determine what travel is of the most value and which employee(s) shall go, the
following guidelineshave beenestahblished.
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A. The costs of the conference,institute, or training program and related travel must be
within the department'sannualbudget appropriation asapproved by the County Board.

B. Any in-house training costs which do not exceed $50 per employee and which were
included in the budget do not require additional County Board approval. The County
Commissioners should be invited to attend any general in-house training sessons that
may be offered.

C. Information obtained or contactsmade areexpectedto benefit the improved operation
of the Caunty andthe respective department.

D. Utmostdiscretion is to be exercisedin submitting arequestfor out-of-state or overnight
travel. Conferencesare to be unquestionably professionalin content and should be
selectedonly when a similar conference cannot be found locally in the same calendar
year.

E. Travelfor training purposesis limited to technical training specificto anindividO A fjob O
which is not curr ently available through the County.

F. The Administrati ve Sewices Office will review claims monthly to monitor travel and
relatedexpensesancurredfor training purposes.

G. Reimbursement for extended travel is paid on the basis of the prevailing mileage
allowancerate set by the County Board or tourist airfare, whichever is less. Time and
expensesncurr ed for such travel shall be paid on the samebasis. For example,when an
employee choosesto travel by vehicle, the time paid and the travel expensesincurred
shall be limited to the time and the normal expensesrequired for air travel. When
personal vehicles are used for extended travel not available by commercial
transportation, travel reimbursementis made on anactualmileageandtravel time basis.

H. Employees are not compensated for time spent outside of the educational program
format at conferencesand training seminars. Non-compensatedtime includesmealtime,
recaeational activitie s, social gatherings,and other periods of down time.

EE CeLLUuLARDEVICEPOLICY

The Courty remgnizes the nead of cetain employees to use cdlular phores or other cdlular
equipmentin order to performtheduties of their position,and beli eves thatCourty employees should
notbeburdened with theentire costof using theirequipmentto conduct County busiress. TheCourty
alsorecognizesthefact thatemployees may, at times,desireor need to usethis equipment for persorsdl
reasons.Thereby, the Courty has establisled the following programs which will allow Courty
employees to usethis equipment for busiress purposes, while remainingcompliantwith IRS, stag,
and otherregulations wlen thaeis aneal to usethis equipnent for persana reasons.

EEL. DEFINITIONS
Celllar phone: A wireless communication device available commercially and to the general
public without licensure,in combination with cellular phoneservice.

Cellular phone allowance: A taxable amount paid to the employee through the payroll process,
to be applied toward the cost of a personal cellular phone, or other cellular equipment, and
cellular phone service.
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Peronal use: Personalcommunications,not relatedto County business,of ade minimusnature.

Othercellular equipment: Includesany personal wireless communication devicethat combines
a cellular phone with other features, e.g., eledronic organizer with keyboard, wireless email,
text messaging, or web-browsing, in combination with cellular phone service.

Bugnesd\ecessiy: Busnessnecessityfor cellular phone service for an employeeincludes:

Mitigation of safetyrisks for the employee;

Meeting customer or client service expectations;

Needfor immediate communication with department staff or others;

Needfor prompt retri eval of voice mail messages;

Need for telephone service in locations where the employee must work, but where
landline telephone serviceis not available;

Needto respond to email while out of the office;

Needfor two-way radio communications;

Postion isdesignated as a department head, supervisor, or an electedofficial;

Postion with job duties in public safety;

Postion whose job duties are in homeland secuity, and include recaving and
responding to homeland secuity-related public safety or public heath notices from
government agencies?4 hours/ day;

{ Position with job duties requiring a cell phone or cellular device asdeemednecessary
by the employA A @degartment head.

—_— e e .

—_— e e e .

EE2. PROGRAM OPTIONS
Option 1

A County-owned cellular phone or other cellular equipment may be provided to County
employees.This plan would be for County businessuse only; minimal personal useis allowed
under this program, and there is no monthly costto an employee who is assigned a County
phone.

A County employee who has been provided a County-owned cellular phone must return the
County-issued cellular phone and equipment to the County upon termination of employment,
or prior to activation ofa stipend for use ofthe employA A 6v@ phbne.

Option 2

Acellular phone stipend would be provided to County employeeswho have abusinessnecessty
for accessto cellular phone service and chooseto use their personal cell phone for business
purposes. This stipendwould betaxable.

A County employeewho hasbeenprovided with acellular phone allowance must:

{ Provide proof of purchaseor useof cellular phone for County businesswhenrequested
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by the department heador other authorized personnel.

{ Replaceor repair stolen, lost, or damagedcellular phone,or other cellular equipment, at
the employA A éxgense.

{ Pay all taxes, including personal income tax, on any cellular phone allowance paid
pursuantto this policy.

{ Payall costsfor equipment and service in excess of any allowancepaid pursuant tothis
policy.

{ Bringtheir celular phone to Technology Sewicesto haveadatawipe of County-related
dataperformed prior to trade-in of deviceor termination of employment.

Cellular phone allowanceoptions and taxable amounts would be determined by the following
criteria:

{ Pesonalsafetyor on-call usage - $5/m onth

{ Demonstratedbusinessnecessityfor cellular phone services- $15/m onth

{ Demonstrated businessnecessityfor cellular phone service and ability to respond to
email while out of the office,includesweb service - $25/m onth

EE3. EMPLOYEE RESPONSBILITIES
A County employeecoveredby this policy must:

{ Havethe phone or equipment available for use during the employee® businesshours
andon-call times, asegablishedby the department head.

{ Comply with all applicable laws regarding the use of cellular phones and equipment
while operating amotor vehicle.

{ When practical, refrain from using cell phone or equipment while operating a motor
vehicle. When cell phones or equipment are usedwhile operating a motor vehicle, use
of ahands-freedeviceis preferr ed.

{ Provide adequate secuity to prevent unauthorized persons from gaining accessto
private datastoredin the memaory of the device.

EEA. PROCEDURES

It is the duty of eachdepartment headto prepare adepartmental cellular phone plan andupdate
that plan onan annual basis. The planshall include adesaiption of thedepA O O 1 AlisD&SO
needfor cellular phonesand other cellular equipment, information regarding funding sources
to meet identified needs, and documentation as to why less cogly alternatives are not
reasonable or availableThe plan shall identify the positionsin the department which require
accessto cellular phone service, and shall specify the level of accessrequired. Each
departmental plan shal be approved by the County Administrator prior to implementation.
The costto implement the departmental cellular plan may not exceedthedepA O O 1 Adofed O
phone budget.

EES. COUNTYSERVERACESS
Connection of any wirelessdevice,County-owned or personal, to the County server network is

prohibited unless specifically authorized by Technology Sewices. In addition, Technology
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Sewicesresavesthe right to terminate, with out notice, any accesdo the network that puts the
Countyd §stems,data,users, or clients at risk. Requirementsfor connectivity are provided as
follows:

Seaurity

Employeeswill provide adequate security for wireless devicesto prevent unauthorized users
from accessingclient/w ork-related telephone numbers stored in the dA O E MAnto®. It is
recommended that confidential or unpublished numbers not be stored asa speed-dial number
on wireless devices. The wireless device user agrees to immediately report to his/her
department headand Technology Sewicesany incident or suspectedincidents of unauthorized
accessand/or disclosure of County resouces, databases, networks, etc. Loss of a wireless

device must be immediately reported to the employA A defartment head and Technology
Sevices.

Passvords

Wirelessdevicesconnecting to the Countyd €erver network require a password with an idle
time of 10 minutes.

Content Protedion

Employees accessingCounty data are subject to laws conceaning data practices and HIPAA
compliance. Violations of this policy will subjectthe user to disciplinary action in accadance
with the Personnel Policy. Department heads will be responsible for enforcementwithin their
own departments.

Data Wipe

Prior to replacing personal wireless devices that have been used to accessCounty data,
employeesmust bring those devicesto Technology Sewicesto have them wiped clean of all
data.

FF. GountYVEHIAQESPOLICY

The intent of the County vehicle fleet program is to save taxpayer dollars by providing a more
cost-effective method of transportation for employeesin the conduct of County business.The
County will provide vehiclesthat canbe resevedfor useby employees.It is the expedation of
the County Board that employeeswill make every effort to usea County vehicle whentraveling
on behalfof the County. The term (ounty vehiclA @ this sedion refersonly to the automobiles
intendedfor general County employeeusage.

Employeesusing cell phonesand other portable deviceswhile driving are expectedto observe
all relevant laws, including the prohibition on text messagingwhile driving.

FFL. Use oF COWINTY VEHICLES
1. Whenevera County vehicle is available, it is expectedthat every effort be made to use
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the County vehicle instead of an employee® personal vehicle. County employees
traveling less than five (5) miles round trip may use their personal vehicle and be
reimbursed at Rate 1, with a minimum reimbursement amount of $1.00. County
employees permanently assigned to locations in Onamia,lIsle, and Princeton may use
their personal vehiclesfor County business.

2. Employeesare expected to share carswhenever traveling to the samelocation.

3. Employeesrequiredto conduct work-related businessaway from their permanentwork
station may take a county vehicle home if such usewill resultin atime and/or expense
savings to the county, subject to pre-approval from the employA A 8upervisor or
department head.

4. If an employee choosesto usetheir own vehicle for travel despite the availability of a
County vehicle, and if the employee has the pre-approval of their supervisor or
department head, their mileagewill be reimbursed at the lower Rate 2.

5. If a County vehicle is not available, and if the employee has pre-approval of their
supervisor or department head, employeesshall be reimbursedat Rae 1, asset by the
County Board.

6. Inthe eventofanemergencyor other time-sensitive situation, the department headmay
waive the requirementthat an employee use a County vehicle for travel, thus allowing
reimbursementat Ratel. It is the expectation that this will be aninfrequent occurrence,
and must be noted on the employA A &efnbursement form and approved by the
supervisor.

7. If an employee has reserved a County vehicle which has not been returned at the
appointedtime, and no other County vehiclesare available,that employee may usetheir
personal vehicle uponapproval from the department heador, in the department headd O
absencethe Administrati ve ServicesOffice,and be reimbursedat Rate 1.

8. If an employeeis leaving from their residenceto travel on County businessand will be
returning to their residence,and it would add more than five (5) miles to their travel
route to pick up aCounty vehicle,they may usetheir own vehicle and be reimbursed at
Ratel.

9. County vehiclesshall not be usedby anemployee for personal useexcept for de minimis
usage, suchasstopping for lunch or coffee,not to exceedtwo (2) miles travel outside of
the normal route.

10. Any employee traveling on County business,whether using a County vehicle or their
own, is declaring that they are alicensed, insureddriver.

11.Passemgers not associded with County businessare not allowedin County vehicles.

12. After eachtrip, county vehiclesshall be parked in the county parking lot assigned to that
vehicle.

13. Fueling of the County vehicle shall be the assigned driverd @sponsibility. If there is less
than %2 tank of gas upon your return, stop and fill the gastank prior to parking the
vehicle.Afleet card hasbeenassignedto eachvehicleto usefor the purchaseof fuel.

14. Every employee using a County vehicle is responsible for keeping the interior of the
vehiclein aneatand cleancondition. All trash must be removed from the vehicle upon
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its return.

15. Smoking in any County vehicleis prohibited at all times. There are no exceptions to this
rule. Any violations of this rule will resultin disciplinary action assetforth in the Mille
LacsCounty Personnel Policy.

16. Finesresulting from either moving vehicle traffic citations or parking violations are the
obligation of the driver responsible for the vehicle involved, and must be verbally
reported to the immediate supervisor upon the employA A @tQrn to work, but no later
than the next business day. It will be the supervisord @esponsibility to notify the
Administrati ve ServicesOffice upon receiving such report.

17. County vehiclesshall not be usedfor any of the following PROHBITED USES:

f Operation by anunauthorizeddriver

f Operation by any driver under the influence of intoxicants, drugs, or any other
substanceknown to impair driving ability

f  Foranyillegal purpose

f Opeatedin anyabusive or recklessmanner

f Carrying or transporting firearms, intoxicants, drugs, or any other non- presaibed
controlled substances

f  Towing or pushing anything

f Operatedin anyrace,test, or contest

FF2. EXAMPIESOF COWNTY VEHICLE VS. PER®INAL VEHICLE USAGE

1. If an employeelivesin St.doud, and is traveling from home to an all-day meeting in
Willmar and then back home, they may usetheir own vehicle and be reimbursedat Rate
1, provided that they deduct their normal commute mileage from their reimbursement.

EThe work time in this instancewould be any time that is in excessof the normal travel
time to andfromwork. The employeeis not paid during the lunch break.

EIf a client is in thevehicle,all associatedtravel time iswork time.

2. If anemployeelivesin Isle andis traveling to St.Paul,they shall start from the normal
work location and usea Caunty vehicle,if oneis available.

3. Ifanemployeeis leaving from their normal work location and returning to it, they shall
use a County vehicle, if one is available. All associatedtravel time is considered work
time.

4. If anemployee hasmultiple stopsandone of thoseis within five (5) miles of the normal
work location, it is expected that they will then usea Caunty vehicleif oneisavailable.

5. Whentwo or more employeesare requiredto travel to the samelocation (i.e. trainin g,
conference,etc.) they are expected tocarpool and, if using a personal vehicle becausea
County vehicle is not available, mileage reimbursement shall be made to only one
employee.

6. When traveling from the normal work location and then returning to it, the mileage
allowanceis the actual number of miles traveled. All time associatedwith this travel is
work time.
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7. When traveling from an employee's residenceto a work site, and then to the normal

work location, reimbursablemileage is the number of miles in excessof those which the
employee namally would have driven from the residence tothe normal work location,
i.e., the normal commute mileage.

When traveling from anormal work location to awork site, and then to the employee's
residence, reimbursable mileage is the number of miles in excessof those which the
employeewould have driven from the normal work location to the residence.
Whentraveling from theresidenceto aconference,andthen returning to the residence,
mileagein excessof normal commute mileageto and from the normal work location is
reimbursable.All time in excessof the normal time to commute to work is considered
work time.

10.The normal work location, for employees asdgned to multiple work locations, is the

ok wpn

work location scheduled for the day on which the expensewas incurr ed.

FF3. INDIVIDUALSTRAVELING TOMULTIPLE WORK SITES

When traveling from the employee's residence (point A) to several work sites in
succession(points B, C, D) and then returning directly to the employe€'s residence,the
employeeis paid mileagefor the miles from point Bto point D (the last work site before
returning to the employee's residence). The work time in this instance would be any
time that is in excessof the normal travel time to and from work. The employee is not
paid during the lunch break.

Under no circumstancesmaythe mileageor time exdudedfor reimbursementbe greater
than normal miles or time traveledto and from the employee'sresidenceandthe County
work location to which he/she is assigne.

FF. UsE OF AMOTORCYCLE FOR WORK-RELATED TRANSPCRTATION

Use of a motorcycle for work-related transportation is allowable when transporting
clients is not anticipated (i .e. staffing at afacility) and the usehasbeenauthorized by the
employA A &igerviéor.

The mileagereimbursementrate for motorcycleswill be Rate2.

Employeesoperating amotorcycle while on duty must wear a helmet for safety.
Passemers or clients shall not betransparted on amotorcycle.

If an employee experiencesweather-related travel delays or expensesthey will O Ack
ouO and be on their own personal time and expenseuntil they are able to resumetravel.
In an effort to limit the Countyd Workersdcompensation and general liability exposure,
employeeswho chooseto use a motorcycle for work-related travel will carry insurance
that meetsor exceals the Stateof Minnesota minimum requirementsfor auto insurance.
It is the employA A @gponsibility to monitor changesin the minimum requirements.At
random, the County may request proof of insurancefrom the employee.CQurrently, the
ratesare asfollows:

EBodily Injury Liability: $30,000/pers on; $60,000/accident
EProperty Damage Liability: $10,000
FUninsured/Un derinsured Motorist: $30,000/ person; $60,000/accident
Mille Lacs County Permel Policy Manual (Revis®@1/2022)
Pagebl



EPersonallnjury: $20,000/pers on; $20,000/a ccident

FF. COWTY VEHICLE IDENTIFICATION
The County vehiclesare marked with O - E llaés@ountyd and an identifying number on each
car per M.S 471.346. The use of unmarked vehiclesfor child and vulnerable adult protective
services is permitted by MN Statute 168.012. The County fleet will include vehicles with out
identification to be used for this purpose.

FF6. COWNTY VEHICLE REEERVATIONS
Resevation of County vehicles shall be done accading to procedures developed and
implemented by the Administrati ve ServicesOffice.

FF7. LIABILITY INSURANCHED RIVER® LICENSE

Employees shall not drive vehicles on County businesswithout a valid Minnesota driver's
licenseof the appropriate classification. Driving recards of County employeeswho usevehicles
for County business may be chedked on an annual basis to verify validity. Employees are
required to have liabili ty insurance ineffect on all personal vehiclesused for County purposes
or while performing County business. Emfpyees arerequired to provide proof of such
insuranceto the Administrati ve Sewices Office as requested. Employeeswho fail to provide
proof of insurancewill not be eligible to useapersonal vehiclefor County businessor to receve
mileage reimbursement until such proof of insurance has been provided. Employees are
requiredto immediately notify the Administrati ve Sewices Office if their liability insuranceor
driver's licensebecomesinvalid.

FF8. SAFETY AND ACGDENT REPCRTING

A. Employeesare expected to operate vehiclesin asafeand conscientiousmanner. All laws
must be obeyed.

B. All County vehiclesareinsuredby the Minnesota Counties Intergovernmental Trust. See
the insuranceidentific ation cardin the glove box for details.

C. If an employee does get in an accident, their safety is the first and most important
priority. Employees should stay with the vehicle when possible, and wait for law
enforcementto arrive.

D. In caseof an emergency while driving a county vehicle, you are authorized to contact
Verizon Networkfleet Roadside Assistance.
E. If an employee notices something in a County vehicle that needs repair, pleasesendan

email to cars@co.millelacs.mn.usgiving details of the issue;also, pleasenote the car #
anddesaiption in the Subject line of the email.

F. Mille LacsCounty is not responsible for damages occurring to an employA A gef3onal
vehicle while they are operating it as a county employee on county time, except as
determined by law.

FFO. PER®NAL VEHICLE MILEAGE REIMBURSHEENT RATES
Reimburseme nt Rate 1: IRSbusinessrate
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Employees areeligible for ReimbursementRate 1 for mileage on their personal vehicle
for county-related travel when a county vehicle is verified as not available. Employees
who must use a personal vehicle to conduct authorized County businesson the way to
and from their work location, upon approval by the department head, will alsorecdve
ReimbursementRatel.

Reimburseme nt Rate 2: 50% of the IRSbusinessrate (roundedto two decimalplaces)

{

GG

Employeeswho chooseto usetheir own vehicle when a County vehicle is available will
recave RambursementRate?2.

Employeeswho useamotorcycle.

V. COEOFCONDUCT

AL HARA ENT

G@. DEFNITION

For purposes of this policy, sexual harassmentis defined as unwelcome sexual advances,
requestsfor sexual favors, and other verbal and physical conduct of a sexual nature, when the
conduct explicitly or implicitly affects an individO A lefpgbyment; unreasonablyinterferes
with an individO A Iwdrperformance; or creates an intimi dating, hostile, or offensive work
environment.

Examples of sexually harassingconduct under this policy may include, but are not limited to,
the following:

1.

Useof offensiveor demeaningter ms,which have asexual connotation or anegative
gender connotation;

Objectionablephysical proximity or physical contact;

Repeatal, unwelcome suggestions regarding, or invitations to, social engagements
or work-relatedsocialevents;

Any indication, expressor implied, that an employee'sjob security, job assgnment,
opportunities for advancemert, or other terms or conditions of employment may
depend on the granting of sexual favorsto any other employee,supervisor, or manager;
Any action relating to an employee'sjob status, which is taken as a direct result of
the granting or refusal of social or sexual favors;

Thedeliberate or carelesscreation of anatmospher e of sexual harassmentor
intimidation;

The deliberate or carelessexpressionof jokes or remarks of a sexual nature to, or in
the presenceof, employeeswho may find suchjokes or remarks offensive;

The deliberate or carelessdissemination of materials such ascartoons, articles,
pictures, etc, which have asexual contentandwhich are not necessaryfor work, to
employeeswho mayfind suchmaterials offensive;

The useof suggestive facial expressionsor gesturesof asexualnature.
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GQ@. Poucy
It is the policy of the County that all employeesshould be able to enjoy a respectful workplace
and a work atmosphere free from all forms of unlawful harassment, including implied or
expressedforms of sexual harassment. Sexual harassmentinfringeson anemploye€sright to
a comfortable, respectiul work environment. It is a form of misconduct that is illegal, against

County policy, and will not be tolerated. All employeesare expectedto treat their coworkers,
subordinates,supervisors, and public contactswith respectat all times. Mille LacsCounty does
not tolerate any form of sexual harassmentin the work place,including actsof non-employees.

Complaints of violations of the County's Sexual Harassment Policy will be quickly and
thoroughly investigated. Violati ons of this policy by any employee,whether or not the violation
risesto the level of ille gal sexual harassmentwill resultin prompt disciplinary action, up to and
including, termination of employment.

All employeesshould keepin mind that the absenceof intent to sexually harassanindividual is
not adefenseto acomplaint of sexual harassment. It isthe impact and nature of the conduct,
not the intent, which determ ineswhether the conduct issexually harassing.

G@E. SUPERVISORY & MANAGEMENT RESPONSBBILITIES
The supervisory and management personnel of Mille Lacs County are responsible for
maintaining a work environment that is respectful and free from discrimination in any form.
Theseresponsibilities include proactively maintaining the compliance of all employeeswith
this policy.

In the absence of a complaint, supervisors and managers observing conduct of the
aforementioned nature in the workplace are responsible for calling such behavior and this
policy to the attention of the participants at the time of the observance. Awritten summary of
the discussionshallimmediately be forwardedto the Personnel Director.

Supevisorsrecdving complaints or reports of allegedinappropriate conduct shallimmediately
forward a report to the Administrati ve Sewices Office prior to taking any action on the
complaint. The Pesonnel Director, supervisor and/or department head will make the
determination as to whether an investigation is merited, who will investigate, and what
methods will be usedin the investigation.

Failure of a supervisory or managerial employee to immediately forward reports of
observancesor complaints to the Personnel Director shall be grounds for disciplinary action,
up to andincluding termination of employment.

GQl. EMPLO/EE RESPONSBILITIES
Non-supervisory employeesobserving conduct of the aforementioned nature are encauraged
to call such behavior and this policy to the attention of the participants at the time of the
observance,or promptly report suchbehavior to asupervisor or the Personnel Director.

Any employee who believeshe or sheis being subjectedto sexual harassmentin any form, or
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any employee with knowledge or belief of conduct on the part of another employee or other
individual which may constitute a violation of this policy, is required to report the alleged
conduct immediately to a supervisor or the Personnel Director. While the County encaurages
written reports of the alleged conduct, verbal reports will be accepted. The individual recaving
the report will needthe following information

1. Date,time and location of incident

2. ldentification of the offender(s)

3. Adetaileddesaiption of the incident

4. Any materials in the complaining employe€'s possessionrelated to the incident (e.g.
cartoons,articles, pictures)

5. Identification of any potential withessesto the incident

Additionally, at the time of the incident, if you are the employee being subjed¢ed to the
inappropriate behavior and feel comfortable in so doing, you may courteously, but firmly, tell
the individual(s) engaging in the inappropriate behavior to stop the behavior becausethe
behavior makes you feel intimi dated, offended or uncomfortable. Include a summary of this
discussionin your report to the supervisor or Personnel Director.

G@&. COMPLANT INVESTIGATION
The investigation methodology will include, at a minimum, personal interviews with the
reporting employee,the complaining employee (if different from the reporting employee) and
alleged offender(s). The investigation methodology may additionally include additional
interviews,document review and other methods deemedpertinent by the investigator.

Every effort will be madeto respectthe privacyandidentity of all partiesto acomplaint brought
under this policy; however, this requires the cooperation of all parties involved in the
investigation, including the complainant(s), the alleged harasser(s) and witnesses.
Additionall y, the County has an obligation to investigate,to take necessary action to resolve a
complaint, and to comply with relevant state and federal regulations, and retains the right to
disclosethe identities of parties to a complaint, including witnesses, to those with a need or
right to know.

Adetermination asto whether a particular incident constitutes a violation of this policy will be
made basedon the totality of factsand surrounding circumstancesavailableto the investigator.
These facts and circumstances include the nature of the behavior, the nature of the
relationships between the parties involved, the situation and setting in which the incident
occurred, and previous incidents and/or pastor continuing patterns of behavior relatedto the
parties involved.

Theinvestigator will forward asummary of their investigation,the investigator's determination
as to whether the incident constitutes a violation of this policy and, as applicable,
recommendations on counseling, mediation, disciplinary or other personnel actions to the
department head(s) of the alleged violators. The department head(s) or supervisor shall
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consut with the Personnel Director prior to taking anydisciplinary action, and then shall take
such disciplinary action as deemednecessaryto ensure the behavior is corrected. Failure of
the department head or supervisor to promptly take the agreed-upon action shall also be
grounds for disciplinary action, up to andincluding termination. In the eventthe subjectof the
sexual harassment complaint is a department head or the Personnel Director, the County
Administrator or designeewill perform the investigation.

G®. REPRISAL

The County will not tolerate actsof retaliation againstemployeeswho have made a good faith
report of suspectedviolations of this policy or any person who assids or participates in an
investigation or assistsor participates in aproceeding relatedto such investigation. The County
will discipline or take other appropriate action againstany employee or elected official who
engagesin actsof retaliation towards theseindividuals. For purposesof this policy, retaliation
includesbut is not limited to: refusalto meet,or excessivedelaysin meeting with, or otherwise
working with the individual; refusalto share, or excessivedelays in sharing, appropriate work
relatedinformation such asmeetingsschedules and agerdas,changesin Policies or laws; other
forms of interference of the individual in the performance of their job; verbal or physical
threats;ridicule; rumor spreading; making a false complaint against the individual; destruction
of property.

HH. DRUG& ALccHol FREEWORKPLACE

The County is committed to analcohol anddrug-freeworkplace,andin complying with the Drug
Free Wakplace Act of 1988. This requiresemployees absain from using alcoholic beverages,
mood-altering drugs, and drugs that adversely impact performance, prior to the start of their
workday, during the work period, during lunch and other work breaks. Any violation of this
policy shall constitute O O O Afdk Gididlidary action, up to and including termination.

The unlawful manufacture, distribution, dispensation, possessionor use of a controlled
substanceis prohibited in the workplace. [For purposesof this secion, the term "controlled
substance"is defined as a controlled substance which appears in Scedules | through V of
Section202 of the Controlled SubstanceAct (21 U.SC. 812)]. Thesemay include, but are not
limited to, narcotics,depressarts, stimulants, hallucinogensand cannabis.

As a cordition of employment, employeeswill abide by the terms and conditions of this policy
and will notify their department head of any criminal drug statute conviction for which a
violation occurs in the workplace within five (5) calendar days after such conviction. The
County will subsequently notify the Federal Agency designee of the employA A GoBviction
within ten (10) calendar daysafter recaving actual notice of said conviction.

Within thirty (30) caendar days of receving notice from an employee of a drug related
workplace conviction, the County may require an employee to satisfactorily participate in a
drug abuse assistanceor acceptable rehabilitation program. Programs of this type may be
available through our medical insurance program or Employee Assistance Program (EAP)
referral.
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The County will notify the appropriate law enforcement agencywhen there is a reasonable
suspicionthat an employee may have illegal drugs in his/her possession atwork or on County
premises. Whereit is appropriate, the Caunty will alsonotify licensingboards.

Eachsituation involving investigation and/or disciplinary action will be evaluated on a case-
by-casebasis,dependingon the severity and circumstancesinvolved. Disclosure of information
regading alcohol and other drug use in the workplace must be consistent with applicable
collective bargaining agreementsand law.

Employeesin safety sensitive job classificationsmust alsocomply with County Policies, specific
to these job classificaions, which have been adopted in compliance with federal and state
regulations regarding drug and alcohol usein the workplace. These jobclassifications incude
any positionsthat mayreasonablybe expectedto operate acommercial vehicle.

. SVIOKEEREH TOBACOO FREEWORKPLACE

All County facilities and all County vehicles and equipment are designated as smoke
free/tobaccofreeareas. All employees,visitors,and contractors are expectedto adhereto this

policy.

Smoking of any kind, including pipes,cigars, cigarettes, vaping with e-cigarettes, andthe use of
chewing tobacco is prohibited within a 50-foot radius of all entrances and exits to County-
owned buildings. This includes all entrancesthat staff, clients, and austomers normally useto
enter and/or leave the building. Enforcementof this policy shal be the sameasany other work
rule and asprovided by Minnesata Satute.

JJ.  PERSONAL ELECTRONIC APPLIANCES
JJ1. PURPOSE

Following are the uniform guidelines for employees regarding the use of personal electric
appliances in Countyowned facilities. The guidelines have been developed to limit exposure to
fire, electrical shock, bacteria, and fungi, and to eliminate the ColOU8 O A @bi OO0OA Oi
penalties for improper electric appliances, extension cords, and decorations that are owned by

employees and are being used in County facilities.

All appliances shall be:

County-owned;

plugged directly into a permanent electrial outlet;

positions to reduce power cord strain or damage;

removed immediately when there is any sign of damage to appliance components;

powered down and unplugged at the end of each work day placed on timers;
placed away from any portion of an exit; and
situated out of traffic areas to avoid creating a tripping hazard.

= =4 =4 -4 -8 -8 _9_9

JJ2APPLIANCES
HEATERS
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Personal portable heaters are not allowed in Countpwned facilities, unless they are deemed
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necessary as a reasonable accommodation under the ADA. Any exceptions must be approved by
the County Administrator and meet the following requirements:

1 have a high temperaturelimiting device;

1 have built-in tip over protection;

1 be places away from combugble materials (e.g., paper bins, desks, curtains, carpet); and

1 unplugged at the end of each work day.

FANS

Personal fans are not allowed in Countpwned facilities. Any exceptions must be approved by
the County Administrator. Any approved fans must be& grounded unit with a threeprong
grounded plug. Twaeprong fans will be approved only if all external parts are plastic, and if
potential exposure to conductive sources is not a concern.

OTHER PERSONAL ELECTRIC APPLIANCES

Appliances such as coffee maksytoasters, crock pots, etc., may be used on a limited basis if there
are no frayed cords or other damage, and they are placed in such a way as to be certain there is
no chance of tipping or otherwise beings a hazard to people or property. Appliances deebe

N e ~ s A
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Diffusers, warmers, plugins and/or air fresheners shall not be used.

REFRIGERATORS

Refrigerators must be grounded units with a thregprong grounded plug.Refrigerators will be
kept clean, and employees are expected to remove expired or old items from refrigerators
weekly.

EXTENSION CORDS
Extension cords will be of the grounded thregrong variety, and will be for temporary usage
only. Ungrounded tweprong extension cords are not allowed in Countypwned facilitates.

ELECTRIC HOLIDAY DECORATIONS
Electric holiday decorations are not allowed in Countpowned facilities.

MISCELLANEOUS ITEMS
All holiday trees, wreaths, and decorations will be artificialexcept for the tree placed in the
Historic Courthouse rotunda. Candles are not allowed in any Courtyvned facility.

KK. TECHNOLOGY POLICY

All information contained on, or conveyed through, the Countyd @formation systemsis the
property of the County. Equipment that is the property of another entity, but used by County
employeesin the courseof their work, is alsocovered by this policy.

1. All serversandcomputer equipment usedwithin the County will be administered under
the direction and approval of the TechnologyServicesManage .

2. Nochangesand/or additions will be made to the County® i@tworks with out the express
approval of the Techndogy SewicesManage.

3. The County reseavesthe right to accessinspect, review,and/or monitor computers and
network communications systemsat any time for any reason.
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4. Theuseof recardable media must be authorized by the department head or Technology
Sewices Manager prior to use.Recadable media includes, but is not limited to, the
following: USB drives, CD-R/RW disks, DVD-R/RW/R AM disks, Zip disks, and floppy
disks.

5. Network user identification and passwords are required for all individuals utilizing
County network resou ces;all passwords are the property of the County and must be
disclosedwhenrequested by the department heador Tedhnology ServicesManage .

6. Computers, networks or electronic communication usage that interferes with or
disrupts employees,services,or equipment is forbidden.

7. The County reseavesthe right to treat the misuse of any of its computer or network
resou cesasemployment offensesandto take disciplinary action acoordingly.

8. Use of any other internet service provider or other entity via modem connection is
granted only with approval of the department head and the Tednology Sewices
Manage,andis consderedtransitory.

9. Remoteaccessto County equipment and software shall be granted only with approval
of the department headandthe Technology SevicesManage .

10. Any duplication of licensed sdtware, except for badkup or archival purposes, isa
violation of the Federal Copyright Act.

11.Under no circumstancesshould County electronic communications systems be usedto
offend or harassother employeesor other parties, or be usedto the detriment of the
County's reputation.

12.Incidental and occasionalpersonal use of County computers or networksis permitted as
determined by individual department heads; all useis allowed with the understanding
that the user hasno expectationof privacyandthat all useis recorded.

13. County communication systemsshall not be used to sendoffensive,radst, pornographic,
or other sexually related messages.Any email recdved that is threatening or
inappropriate shall be immediately reported to the employA A &dpervisor or
department head.

The Technology Sewices Division is responsible for ensuring the integrity of County data (an
asset). Therefore the Technology Sewices Manage, in consutation with the County
Administrator and/or department head, will resolve and answer any questions about this
Policy or its interpretation. Until such issues are resolved, quegionable use should be
considered "not acceptable.d6 Any concens or questions regading this policy should be
directed to the employeA Gninediate supervisor, who will actasthe employee'sfirst point of
contact.

KK1. TERMINATION OFACES
When an individO A lagsd@iationwith the County hasterminated, the supervisor/ department
head shall notify Technology Sewices and ensure that all electronic accessis terminated,
including but not limit ed to: accesgo the Countyd i&twork, the individO A lerdafdaccaunt, and
resetting of the employA A oiGemail passvord.
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LL. ID CARDPOLICY

This policy is intended to establish a means of uniformly identifying Mille Lacs County
employees. This policy doesnot apply to licensedand/or uniformed employeesof the Sheiff®
Office.

All Mille LacsCounty employeesare requiredto wear a County-issued employeeidentification
card (hereafter referred to as ID card) at all times while on County property or while
representing Mille Lacs County in an official capacity, unless one of the following situations
exists:

1. A work situation outside of County facilities when the wearing of an ID card would
compromise the confidential nature of the employA A &s€gnment, or that could result
in a situation in which the privacy of clients could be violated. In thesesituations, the
employeeshould exerciseprofessionaljudgment.

2. Atthediscretion ofthe department head,anemployeemaybeexempted from displaying
his or her ID card when safety concernsare present; however, the employeemust carry
the ID card on their personand presentit upon request(e.g. Public Works).

New employeeswill have their picture taken for an ID card during new employee orientation.
ID cards are considered the property of Mille Lacs County, and shall be deactivated and
destroyed upon separation from employment.

Eachemployee is responsible for the proper care, safekeeping, and use of his or her ID card.
Any employeewho altersor intentionally mutilates his or her ID cad, who usesthe ID card of
another, or who allows his or her ID card to be used by anothermay be subjectto disciplinary
action.

ID cards will be reprinted with updated pictures no lessthan once every ten (10) years. It is
the responsibility of each employeeto contact Technology Sewicesif the information on his or
her ID card is no longer accurate. There will be no charge for the replacementof an 1D card due
to aname,titl e, or department change. If anID card is lost, stolen, or damaged, there will be a
$5chargeto replaceit. However, if acard is damaged during the course of normal employment

duties, the replacement fee will be waived. An employee is required to turn in his or her
damagedor outdated ID card to Technology Servicesprior to issuanceof areplacementcard.

MM. PouTicAL ACTIVITY

All County employeeshave the right to vote asthey please,to expresstheir opinions on politi cal
subjectsandretain membership in politi cal parties.

MM1. CaANDIDATE FOR PuBLIC OFFICE
An employee may be a candidate for partisan or non-partisan public office provided that no
employee shall campagn for such office during actual hours of work. Any employee seeking
public office must notify the department head and the Personnel Director so that a
determination, by the Personnel Board of Appeals,canbe made asto whether the position that
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the employee occupies with the County would be in conflict with the candidacy for the public
office the employee is seeking. If the employee fails to provide proper notification of his/her
candidacy, the Personnel Director shall call a special meeting of the Personnel Board of Appeals
for determination of any conflict of interest. If afinding of aconflict is made,the employeeshall
be required to take a leave of absencewithout pay until the first businessday following the
election at which the outcome of the election contestis determined.

Employeesin positionsfundedwholly by federal fundsare prohibited from running for partisan
office,in accadancewith The HatchAct, 5 U.S.C § 1501 et. seq.

Upon election, the employee must immediately notify the department headin writing. If the
department head determines that the duties of the elective office conflicts with the proper
discharge of County responsibili ties, the employee will be required to be separated from the
County service or take aleave of absence.

Any non-electeddepartment heador employee seeking public office must neverthelessdevote
full-time energiesto normal County employment and cannot campaign during normal working
hours.

MM2. PROHIBITED ACTIVITIES
The following employee political activity is strictly prohibited:

f  Usingofficial authority or influencefor the purpose of interfering with, or affecting the
result of, an election or nomination for office.

f  Using official authority or influence to compel any officer or employee to apply for
membership in, or become amember of, any organization.

f Directly or indirectly coercing or attempting to coerce or command a state or local
officer or employeeto pay,lend, or contribute anything of value for political purposes.

f  Soliciting or receaving funds during hours of employment.

f  Placementor distribution of campaign materials in areaswithin County facilities other
than those designatedby the Caunty Board for that purpose.

f  Thewearing of campaign buttons or other campaignregalia.

MMS3. LEGSLATIVE PROTOCOL FOR EMPLOYEES
Any questions regading legislative protocol should be addressed directly to the County
Administrator.

1. If you chooseto lobby on a policy issuethat would affect the operations of the County,
you are expectedto confine your efforts to the County's current legislative agenda.

2. Your participation should be immediately communicatedto the County Administrator.

3. If the issue hasnot beenaddressed,a County Board position should be sought prior to
any lobbying effort on your part.

4. If you lobby in a professional capeacity, either at the request of a legislator or a
professional associatbn, you must note in your testimony that you speak as a
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professionaland not asa Caunty representative.

5. The County Administrator or designated personnel will organize the County's efforts.
Do not presumethat you speakfor the County Board, unlessyou have reviewed their
positionsor have ched<ed with them on specific issues.

6. When the County is paying the dues for membership in a profesdonal associatian,
employees shall not take a position within that professional association that is
inconsistentwith County Board policy.

7. All employeesand appointed representéives shall notify the County Board and/or the
County Administrator of a pending appointment to an advisory board or task force
initia ted outside of the scopeof County Board authority.

This policy applies to all employeesand respective appointed Board members that lobby asa
representativeof Mille LacsCounty.

NN. DISPUTERESOLUTION

NN1. OvERVIEW

The County recognizes that open and effective communication is an essentialingredient for
employee satisfaction and productivity. It is the policy of the County to encaurage
communication between employeesand their managers. As part of this policy, the County has
establishedan employee problem resolution procedure which employeeswill be encouraged
to usefor resolution of a personnel action which the employee believeswill adversely impact
the terms, conditions or status of their employment, without fear of criticism or reprisal.
Individualsnot covered under the Dispute Resoltion and Personnel Board of AppealsRulesfor
termination proceealingsare identified in the Application section of thesepolicies.

NN2. OBECTIVES
Toensuethat employeesreceve equitable treatment.

2. To provide employees with a prompt and accessible procedure for expressing
dissatisfactionin regard to work related matters.

3. Tofoster sound employeerelationsthrough communication andresdution of work related
problems.

NN3. GUIDELINES
Disputeresolution meetings shall be scheduled at mutually satisfactary times.

2. Employeesand supervisors may have the assstance of the Administr ative Sewices Office
atanytime.

3. Information will betreatedwith discretion by all personsinvolved.

It is not the intention of the County Board, by establishment of this procedure, to thereby
grant an employee a second opportunity to litigate an issue which has already been
liti gated in any other administrati ve or judicial proceeding.

NN4. PROCEDURE
Sep 1 - An employeewith a dispute shall initi ally discuss theproblem within five (5) working

daysof its occurr ence, with the designated supervisor. The employee maybe accanpanied by
Mille Lacs County Permel Policy Manual (Revis®@1/2022)
Page72



the counsel of his/her choice. The supervisor shall investigate the complaint, discuss the
dispute with the employee, and provide an oral resgponse to the employee within five (5)
working days from the date the dispute was initially presented. (In instances where the
organizational structure doesnot provide alevel of supervision between the department head
and the employee,a dispute may be presenteddirectly to the department head as set forth in
Step2.)

Sep 2 - If the employee is not satisfied with the supervisor's response, the employee may
presentthe dispute, in writin g, to the department head within ten (10) working days of the
responserecdavedin Sep 1. The written statement of dispute shall include: the nature of the
dispute, the facts on which it is based, the provision(s) of these policies or the County work
rulesviolated andthe remedy requested. The department headshallinvestigatethe complaint,
discuss thedispute with the employee and provide awritten response to theemployee within
five (5) working daysof receaving the statement.

Sep 3 - Adispute not resolvedin Step2 may be appealedto Sep 3 usingthe samepresentation
proceduresoutlined in Step2. The Personnel Director shall investigate the dispute and alleged
violation of these policies. The decison of the Personnel Director shal be final (with the
exception of discharges) and shall be provided in writing to the employee within fifteen (15)
working daysfollowing recept of the appealeddispute.

NNS. APPEALS PROCEDURE
Where an employee dispute involving discharge cannot be satisfactarily resdvedin the three
(3) steps of the Dispute Resoltion Procedure, the appeal procedure outlined below shall be
followed:

If the discharged employee is not satisfied with the Personnel Directord (@sponse,the
employee may presentthe dispute for a hearing by the Personnel Board of Appeals,in
writin g, to the Personnel Director within fourteen (14) calendar days of the response
recevedin Step3.

Upon recdpt of the written request to the Personnel Director, the request shall be
processedas defined in the Mille LacsCounty Personnel Board of Appeals Procedural
Rules.

NN6. DeCsION
The decision of the Personnel Board of Appealsshall be basedupon substantial and competent
evidence. The Personnel Board of Appeals shall make written findings of fact, decison and
order within sixty (60) daysof the filing. All records of the proceealings shall be kept on file in
the office of the Personnel Director. Findings, decisons, orders and any reports of the
Personnel Board of Appealsare final and binding and shall be submitted to the County Board at
the next regular meeting after issuanceof the decison.

A binding decison of the Personnel Board of Appeas may be appeaed as provided by state
Statute.
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NN7. TIMELIMITS
If the dispute is not presentedwithin the time periods set forth above, it shall be considered
waived. If a dispute is not appealedto the next step within the specified time limit, it shall be
considered settled on the basis of the last answer. If the proper authority doesnot answer a
complaint or appeal thereof within the specified time limits, the employee shall treat the
dispute asdenied and may appealto the next step. Thetime limit in each step may be extended
by mutual agreementof the employee and the authority involved in the step.

NN8. REPRISALS PROHIBITED
No employee shall be disciplined for seeking redressthrough this procedure or as a result of
testimony in accordancewith the provisions of thesepolicies.

OO EMPLOYEEDISCIPLINE AND DISCHARGE

OQA.. OvERVIEW
The County affirms its right and responsibility to develop and administer the policies,
disciplinary measues and general work rules necessaryto ensue efficient operation of
services, fair treatment and safe working conditions. The County retains all rights and
privile gesnot specifically addressedin thesePolicies.

OQ. st CAusE
Any disciplinary action shall be for areasaable or just cause. Causefor discipline mayinclude,
but is not limited to, the following:

1. Conduct or performancewhich fails to satisfy the duties, responsibilit ies,quantity, quality
or safetyrulesof the job.

2. Insubordinate conduct, refusal to follow a supervisor's direction, or willf ul violation of a
policy or lawful regulation.

3. Restriction, interferenceor harassmentof others in the performanceof their job, which is
adverselydistracting or disrupting the wellbeing of others.

4. Goss negligence or willful destruction/abuse of any County property or material,
misappropriation and/ or mismanagement of County property or funds, theft, fighting,
possessionof illegal weapons and falsifying or destroying County reports or records,
including falsification of an employee'stime card.

5. Repating to work under the influence of alcohol, illicit drugs or controlled substance,
possessionor consumption of samewhile on the job.

6. Excessve or unexcused absences)atenessin reporting to work, or leaving the work site
before the end of the scheduled shift.

7. Thesolicitation or acceptance of money, gifts or valued items which may be construed as
evidence of favoritism, coercion, unfair advantage,collusion or otherwise impacting the
decidgonsof anemployeein public matters.

8. Theuseor threateneduseof political influenceto exert pressu e on any County employee
for favors or to conduct actions contrary to thesePolicies.

9.  Willful deception or misrepresentationon anemployment application.
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10. Repating for a scheduled work assignment in clothing which an authorized supervisor
hasdeemedasnot acaeptable for the work assignment or asbeing disruptive to employees
or the public.

11. Unapproved acceptance of employment or volunteer activity determined to be a conflict
of interestwith County employment.

12. Misconduct or the violation of a generalrule requiring the maintenance ofgood order and
recagnizedbusinessdepartment.

The foregoing list is not intended to be all inclusive in defining standards of conduct or
obligations which employeesmust observe at all times.

OQ8.DisaPLUNE
The County uses progressie discipline, but maintains that any incident of employee
misconduct or violation of policy may result in discharge, depending upon the circumstances.

Employeesshall be permitted to respond to formal disciplinary action by written responseto
the disciplining authority and by having the responseplacedin their personnelfile. Discipline
actionsnumbers 2 7 4 below may be appealedusing the Dispute Resoltion process.

1. Verbal Warning -- An informal action by the supervisor to inform anemployeeof aminor
or first occurrenceof apolicy violation or misconduct. Averbal warning shall define the
unacceptable performance or misconduct, the desired improvement and the
conseguencesfor failing to correctthe infractions. Documentation of the action shall not
be made a part of the employee's personnel file, unless additional disciplinary action
referencesthe verbal warning.

2. Written Warning -- A formal action by the supervisor, providing official notice of the
violation or misconduct, the correctionsand time frame expectedand the consequences
for failing to correct the infractions. The maximum time frame which may be allowed
for correction is twelve (12) months. The written warning will be maintained
permanently in the employee'spersonnel fil e.

3. Work Re-assignment -- An employee may be transferr ed, reassignel, demoted or have
their duties temporarily changed asa disciplinary action by the supervisor, without the
consentof the employee. Suwch an action should not be initiated if the behavior resulting
in disciplinary action is likely to be repeatedin the new position, work assgnment or
department.

4. Suspension-- An employee may be temporarily removed from their assignedposition,
with or without compensation, in compliance with applicable state and federal
regulations, seniority or benefits. The notice of suspensionshall be written and shall
notify the employee of the unacceptable behavior or performance, the desired
performanceandthe consequencesf not corr ected.

Whenever an employee is susperded during an investigation and such employee is
subsajuently exonerated, the employee shall be reinstated without loss of compensation,
benefitsor seniority.
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OQ!. DISCHARGE
An employeemay beremovedfrom continued employment with the County for cause following
the use of progressive discipline or for actswhere remedial action is not deemedeffective or
appropriate. The supevisor shall provide written recommendation of the cause for
termination andthe effective date to the Personnel Director.

After review of the recommended discharge between the Personnel Director and the
department head, the employee shall be notified of the intended action in writing. The
notification shall contain the cause(s)and effective date. If applicable, an eligible employee
shall beinformed of their right to requesta hearing before the Personnel Board of Appeals.

Ob. DISCHARGE OF A VETERAN

A veteran who is an employee of Mille LacsCounty covered bythese Policies and who is being
considered for termination of employment by discharge shall recave a notice of intent to
discharge, prior to anyaction, which shallinclude written notice of the right to requestahearing
before the Personnel Board of Appeals,in accadance with the Mille Lacs County Personnel
Board of Appeals Procedural Rules and M.S.197.46. Suwch requests must be in writing to the
Personnel Director. A veteran notified of the intent to discharge may be susperded with pay,
benefitsand employment status pending afinal determination.

PP. RESPECTEUIWORKPLACE

PPL. Poucy
It is the policy of Mille Lacs County to maintain a respectful work and public service
environment free from violence, discriminati on, harassmert, and other offensive or degrading
behavior or conduct. Mille Lacs County will not tolerate such behavior by or toward any
employee. Any employee found to have acted in violation of this policy shall be subject to
disciplinary action, up to and including termination from employment.

The Couwnty shall provide a reporting process and investigative practices for reported
violation of this policy.

PP2. PROCEDURE
Maintaining Mille Lacs County as a respectful environment is the responsibility of all
employees. Managementwill promptly addressany form of inappropriate behavior.

1. Behaviorwhich violatesthis policy includes,but is not limited to:

a. Violent behavior which includes the use of physical force, harassment or
inti midation, or abuse of power or authority when the impact is to control by
causingpain, fearor hurt.

b. Disaiminatory behavior which includes inappropriate remarks about or conduct
related to an employee's race,color, creed, religion, national origin, disability, sex,
marital status,age,sexual orientation, or statuswith regard to public assistance.

c. Offensive behavior includes patterns of actions that have a negative impact on the

work environment such as: excessive rudeness, inappropriate joking, vulgar
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obscenities, name calling, disrespectful language, or the intentional filing of an
unfounded complaint under this policy.

2. Regponding to behavior which violates this policy is most effectively handled immediately
by the person(s) observing the behavior. An employee who believes that they have been
treated in violation of this policy by any person in relation to employment with the County
should deal with the situation in one or more of the following ways.

a. The person who is the target or observer of the behavior should politely but firmly
requed that the person cease the behavior. This may include descibing how this
behavior is disrespectful (e.g., causing feelings of intimidation, offense, or discomfort).

b. The person who is the target or observer of the behavior may write a statement
describing the incident(s) of inappropriate behavior, a summary of the conversation
with the person violating this policy, and a description of that person's reaction to the
conversation following the incident. This statement may be kept by the author or
provided to asupervisor or the Personnel Director.

c. If an employee fears that adverse employment consequences could result from direct
conversation with the offender, the employee may go to their supervisor, department
head, or Personnel Director. In the event of a complaint against the Personnel Director,
it should be reported to the County Administrator. The report of such an incident shall
include the detail s of the situation, including the resdution sought. An invegigation will
follow such areport.

d. In the case of violent behavior, all employees are required to report the incident
immediately to their supervisor, department head, or the proper legal authorities.

3. Management's responsibilities include invegigating all complaints and making necessary
effort sto re-establish or provide an environment free of disrespectful behavior to protect the
rights of all employees.

Qupervisors and department heads shall deal swiftly and vigorously with persons treating others
disrespectfully. An employee who engages in disregectful workplace behavior is subject to
standard disciplinary procedures

The cooperation of all employees is required to reestablish a respectful environment. Employees
need to be aware of the sensitivity of those individuals with whom they work.

A supervisor or manager who becomesaware of disrespectful workplacebehavior and failsto
take actionsagainst it is subject to disciplinary procedures

A department head or supervisor who recaves such a complaint shall recard their actions in
response to the complaint, including any invegigation, correction or discipline.

When conducting an investigation, management shall operate within the requirementsof the
Minnesda Data Practices Act. When allegations of sexual or other types of harassment are made
against any employee, the employee does not have access to data that would identify the
complainant or other witnesses if the County determines that the employee's access to that data
would:
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